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PREFACE 
 

Purpose This Training Support Package provides the instructor with a standardized lesson 
plan for presenting instruction for: 

 Task Number Task Title 

121-008-1497 Supervise the Implementation of Financial Readiness 
Activities in a Company 
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FINANCIAL MANAGEMENT 

L329 / Version 2 
01 Oct 2004 

SECTION I. ADMINISTRATIVE DATA 

All Courses 
Including This 
Lesson 

 Course Number Version Course Title 

 600-BNCOC 2 Basic Noncommissioned Officer Course 

Task(s) 
Taught (*) or 
Supported 

 Task Number Task Title 

121-008-1497 (*) Supervise the Implementation of Financial Readiness 
Activities in a Company 

Reinforced 
Task(s) 

 Task Number Task Title 

Academic    
Hours 

The academic hours required to teach this lesson are as follows: 
 Resident 
 Hours/Methods 
 2 hrs  /Conference / Discussion 
Test 0 hrs 
Test Review 0 hrs 

 Total Hours: 2 hrs 

Test Lesson 
Number 

 Hours Lesson No. 

 Testing 
 (to include test review)  NA   

Prerequisite 
Lesson(s) 

 Lesson Number Lesson Title 

None 

Clearance 
Access 

Security Level:  Unclassified 
Requirements:  There are no clearance or access requirements for the lesson. 

Foreign 
Disclosure 
Restrictions 

FD5. The product developers in coordination with the USASMA foreign disclosure 
authority have reviewed this product/publication.  This product is releasable to 
students from all requesting foreign countries without restrictions. 

References  

Number Title  Date Additional 
Information 

DOD 7000.14-R Department of Defense 
Financial Management 
 
U.S. Army Personal 
Financial Management 
Training Instructor Guide 

01 Sep 2000 

 
2002 

 

Volume 9, Chapter 3 

 



L329                   OCT 04 

 5

 

Student Study 
Assignments 

Before class-- 
 
• Read Student Handout 1, Appendix D, for reading and study assignments. 
 
During class-- 
 
• Participate in classroom discussion. 
 
After class-- 
 
• Turn in recoverable references after the examination for this lesson. 

Instructor 
Requirements 

1:16, SSG, BNCOC graduate, ITC, and SGITC qualified 

Additional 
Support 

Name Stu 
Ratio 

Qty Man Hours 

Personnel 
Requirements 

None    

Equipment 
Required 

ID 
Name 

Stu 
Ratio 

Instr 
Ratio 

Spt Qty Exp 

for Instruction 441-06 
LCD PROJECTION SYSTEM 

1:16 1:1 No 1 No 

 559359 
SCREEN PROJECTION 

1:16 1:1 No 1 No 

 702101T134520 
DELL CPU, MONITOR, MOUSE, KEYBOARD 

1:16 1:1 No 1 No 

 7110-00-T81-1805 
DRY ERASE BOARD 

1:16 1:1 No 1 No 

 7510-01-424-4867 
EASEL, (STAND ALONE) WITH PAPER 

1:16 1:1 No 1 No 

 * Before Id indicates a TADSS 

Materials 
Required 

Instructor Materials: 
• VGTs: 1-9. 
• TSP. 

Student Materials: 
• Student Handouts 1 thru 4. 
• Pen or pencil and writing paper. 

Classroom, 
Training Area, 
and Range 
Requirements 

GEN INSTRUCT BLDG CLASSROOM (40X40 PER 16 STUDENTS) 

Ammunition 
Requirements 

Id Name Exp Stu 
Ratio 

Instr 
Ratio 

Spt 
Qty 

 None     
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Instructional 
Guidance 

NOTE:  Before presenting this lesson, instructors must thoroughly prepare by studying this 
lesson and identified reference material. 

Before class-- 
 
• Read and study TSP material and be ready to conduct the class. 
• This TSP has questions throughout to check on learning or generate 

discussion among the group members.  You may add any questions you deem 
necessary to bring a point across to the group or expand on any matter 
discussed. 

• You must know the information in this TSP well enough to teach from it, not 
just read from it. 

 
During class-- 
 
• Conduct the class in accordance with this TSP. 
 
After class-- 
 
• Collect all recoverable materials. 
• Report any lesson discrepancies to the Senior Instructor. 
• Conduct after action review for the lesson. 
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SECTION II. INTRODUCTION 

Method of Instruction:  Conference / Discussion  
Technique of Delivery:  Small Group Instruction (SGI) 
Instructor to Student Ratio is:  1:16  
Time of Instruction:  5 min  
Media:  None  

Motivator  As a soldier you must know and understand the key aspects of financial 

management.  Money management can be a factor of vital interest to you for the 

rest of your life.  Managing money wisely is not an inherited--trait--it is a learned 

skill that you must develop if you to maintain financial freeman, or at least avoid 

the consequences of financial management.  Wise financial management will not 

only allow you to maintain your own financial independence it will enable you to 

mentor your soldiers so that they too may develop their own financial skills. 

Terminal 
Learning 
Objective 

NOTE:  Inform the students of the following Terminal Learning Objective requirements. 

At the completion of this lesson, you [the student] will-- 

 Action: Recognize the importance of managing personal finances. 

 Conditions: As a section sergeant in a classroom or unit environment, given 
student handouts 2 thru 4. 

 Standards: Recognized the importance of managing personal finances by-- 

• Identifying the warning signs of too much credit. 
• Determining   insurance needs. 
• Explaining the purpose, and maintenance of the government 
travel card. 

IAW Student Handouts 2 thru 4. 

Safety 
Requirements 

None 

Risk 
Assessment 
Level 

Low 

Environmental 
Considerations 

NOTE:  It is the responsibility of all soldiers and DA civilians to protect the environment from 
damage. 

None 
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Evaluation None 

Instructional 
Lead-In 

 In the Primary Leadership Development Course (PLDC), you received a 

refresher class that covered the three major elements of managing personal 

finances:  spending less than you make, saving for the future, and getting financial 

help when you need it.  During this period of instruction, we will determine the 

importance of wise decision making when it comes to managing your finances. 

This lesson will identify some means to manage your finances, personal 

indebtness, getting credit, how your health insurance works, and the processes for 

using your government travel card. 
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SECTION III. PRESENTATION 
 

NOTE: Inform the students of the Enabling Learning Objective requirements. 

A. ENABLING LEARNING OBJECTIVE 

ACTION: Identify the warning signs of too much credit. 

CONDITIONS: As a section sergeant in a classroom environment, given Student 
Handout 2. 

STANDARDS: Identified the warning signs of too much credit by-- 

• Reviewing the process to obtain credit. 
• Identifying the warning signs of excessive debt. 
• Identifying how a credit report affects ability to get credit. 

IAW Student Handout 2. 

 

1. Learning Step / Activity 1.  Essentials of Credit 
 
  Method of Instruction: Conference / Discussion 
  Technique of Delivery: Small Group Instruction (SGI) 
  Instructor to Student Ratio: 1:16 
  Time of Instruction: 25 min 
  Media: VGT-1 thru VGT-3 

 
Essentials of Credit 
 
 The word credit defines a number of possibilities.  You can take out a loan or 

use a credit card.  Your ability to do this is dependent on the essentials of credit.  

These include your credit history, interest rates, fees, payment schedules, etc.  Do 

you make your payments on time?  Do you use your credit card without considering 

the purchase?  Do you carry your credit card with you at all times? 
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SHOW VGT-1, TYPES OF CREDIT 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-1

Types of CreditTypes of Credit

There are three types of credit:

• Credit cards

• Short-term loans

• Long-term loans 

 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 3, para 3a 
 
Types of Credit 

 There are three types of credit: 

• Credit cards 

• Short-term loans 

• Long-term loans 

REMOVE VGT-1 

Credit Card 

 A national credit card company has determined that just placing a credit card in 

someone’s hand will cause an increase in spending of 32 percent.  The average 

young adult has a $6,122 credit limit.  Their average balance is $2,226.  Almost half 

of all credit card holders (43 percent) make only the minimum required monthly 

payments at least part of the time.  Over 19 percent of Americans’ monthly income 

goes out in debt payments. 

Ref:  SH-2, Unit 4, The Essentials of Credit, p 4, para 4 
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SHOW VGT-2, CREDIT EXAMPLE 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-2

Credit ExampleCredit Example

Look at this credit example.  

If you charge $5000 at 18% and make      
only a minimum 2% monthly payment, it 
will take 46 years to pay off this debt!  You 
will have paid $18,931.

 
 
NOTE:  Look at this credit example.  If you charge $5000 at 18 percent and make 
only a minimum 2 percent monthly payment, it will take 46 years to pay off this debt!  
You will have paid $18,931. 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 4, para 4e 

REMOVE VGT-2 AND SHOW VGT-1 AGAIN 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-1

Types of CreditTypes of Credit

There are three types of credit:

• Credit cards

• Short-term loans

• Long-term loans 

 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 5, para 5a(1)(2) 
 
Short-Term vs. Long-Term Loans 

 To use credit to your advantage, you should understand the differences 

between short-term and long-term loans, so let's examine the advantages and 

disadvantages of each. 
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Short-Term loans 

 Short-Term loans usually offer a better interest rate than longer-term loans.  In 

addition, even if rates are the same, the short-term loan will save you money in 

interest over a longer loan.  The down side is higher monthly payments. 

Long-Term Loans 

 The primary advantage of a long-term loan is that it lowers your monthly 

payments.  Disadvantages are an increase in the amount of interest paid, and the fact 

that some items purchased with long-term loans may wear out before the debt retires. 

REMOVE VGT-1 

SHOW VGT-3, THREE FACTORS OF GOOD CREDIT RISK 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-3

THREE FACTORS OF GOOD THREE FACTORS OF GOOD 
CREDIT RISK CREDIT RISK 

• Character 

• Capacity 

• Collateral 

 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 5 and 6, para 6a(1)(2)(3) 

Good Credit Risk 

 Before deciding whether or not to grant you a loan, or other types of credit, and 

at what interest rate, a financial institution or company will evaluate the probability 

that you will make required payments on time.  The three factors that weigh heavily in 

those decisions are character, capacity, and collateral. 

Character 

 Do you have a history of repaying loans on time?  Stability (length of time on 

the job and in a location), age of accounts, and also taken into consideration are your 

checking and savings account records.  If you've bounced checks or have been late 

on your bills, it may prevent you from obtaining credit. 
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Capacity 

 What is the likelihood you can repay the loan on time?  Factors taken into 

consideration include your income, how much potential credit you hold (number of 

cards, number of inquiries), and your total debt. 

Collateral 

 What, if any, additional security is there to ensure how you will repay the loan? 

Lending institutions will normally require collateral for any large loan, such as for a 

home or a car. 

REMOVE VGT-3 

Appropriate uses of credit 

 The best use of credit is to purchase assets--things that will grow or increase in 

value over time, like your own business or buying a home or a rental property.  Credit 

is also useful for convenience--avoiding having to carry large sums of cash or as a 

management tool.  Wise use of credit virtually always falls into one of these two 

categories--assets or convenience.  Sometimes uses of credit for major consumer 

goods (so-called “Big Ticket” items) are unavoidable; few of us can purchase our first 

car without a loan.  This, too, is an acceptable use of credit. 

Inappropriate uses of credit 

 Credit becomes more dangerous when used to purchase consumables.  

Furniture, clothing, sporting equipment, meals out, and vacations lose much or all of 

their value immediately after purchase. 

Motivations to abuse credit 

 Availability of credit can lead to a "buy now, pay later" mentality.  Impulse 

buying on credit can result in your purchasing an item you would never have bought if 

you had to pay cash.  Distinguish between needs and wants.  Spending on credit to 

impress others is another common trap.  Living within your means can prevent 

unwise decisions.  More common in marriages is the lack of, or failure to adhere to, 

an agreed-upon family spending plan.  It can be another cause for an unwise use of 
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credit.  Your partner deviates from the plan and therefore you feel you can do the 

same.  These behaviors are preventable.  Communication is the key; believe it or not, 

spending to feel good can become an addictive behavior.  Avoid this trap by asking 

yourself if you really need, and can afford to pay for, an item before you charge it. 

Warning signs of too much debt 

 There are several warning signs, in addition to your debt-to-income ratio, that 

you may be on the wrong road.  Not paying off most of your cards every month could 

be a sign of trouble, especially if higher and higher percentages of each month's pay 

go to service your debt.  When you start to fall behind on payments, and/or need 

loans or cash advances for daily living expenses, it's time to seek help.  Limit the 

number of credit cards to only one or two.  Additional clues may include not having at 

least one month's pay in savings, being at or near the limit on all your credit cards, or 

relying on a second job or spouse's income to make ends meet.  Remember that you 

might lose outside income and your spouse's employment if you receive an extended 

deployment or permanent change of station orders.  You should acknowledge that 

things are critical when you start skipping some bill payments, using credit to pay 

credit, using or even considering a debt consolidation loan, being denied additional 

credit, or hiding bills and lying to members of your family. 

 

2. Learning Step / Activity 2. Credit Report 
 
  Method of Instruction: Conference / Discussion 
  Technique of Delivery: Small Group Instruction (SGI) 
  Instructor to Student Ratio: 1:16 
  Time of Instruction: 20 mins 
  Media: VGT-4 
 

 
Credit Reports 

 A credit report is information about you and your credit experiences, such as 

your bill-paying history, the number and type of accounts you have, late payments, 

collection actions, outstanding debt, and the age of your accounts.  A good report can 

open many doors for you, and a bad report will be a major obstacle in realizing future 
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goals and aspirations.  We'll discuss who keeps these reports, what they contain, and 

what you should do to ensure your report is accurate. 

Credit Bureaus 

 The three major companies--Equifax, Experian, and TransUnion-- compile most 

credit reports.  In some states, these companies may charge you for your credit report 

or, if some company denied you credit, you can request a copy of your credit report 

free of charge within the time limit set by law.  These companies are competitors, so 

they do not share their information, and therefore, the information in your report with 

each of them may be different. 

SHOW VGT-4, COMPONENTS OF A CREDIT REPORT 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-4

COMPONENTS OF A CREDIT COMPONENTS OF A CREDIT 
REPORT REPORT 

• Personal Information 

• Credit History 

• Public Records 

• Inquiries 

 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 11, para c 

Components of a credit report 

 Your credit report has four major components:  Personal Information, Credit 

History, Public records, and Inquiries. 

Personal Information 

 Your personal information includes your name, address, former addresses, 

SSN, and date of birth. You may not want a great deal of personal information to go 

on file; however, if you refuse to provide it, the creditor can deny you credit. 
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Credit History 

 This section contains the history of all your accounts of which they have 

information.  It shows all of your credit information:  the type of account, the date it 

opened, your payment history, and the current status of the account.  They will use 

the gathered information to evaluate your creditworthiness. 

 This section will contain your history of late or missed payments -- definite 

adverse entries.  You should ensure your credit history reflects all closed accounts, 

because potential credit, as well as actual debts, is there for use by the lender to 

compute your debt-to-income ratio.  Be sure the report shows any accounts closed at 

your request; otherwise there is a question that the account closed was for cause, 

which is adverse information. 

Public records 

 This section will contain any judgments entered against you.  Any bankruptcy 

information will remain on your report for 10 years from the date of filing.  Unpaid tax 

liens may be on your report depending on your state of residence.  Paid tax liens may 

be on your report for 7 years from date of payment.  Other judgments such as 

foreclosure, criminal convictions, and even some driving infractions may appear on 

your credit report.  You must explain public record items to potential creditors. 

Inquiries 

 This section contains a record of all who have requested and received copies of 

your report.  It is especially useful if correcting erroneous information.  The credit 

bureau must by law provide corrections to all who received your report within the past 

six months. 

REMOVE VGT-4 

Credit Scoring System 

 Creditors use the credit scoring system to determine whether or not you are a 

good credit risk.  They award points for each factor that predicts reliability for debt 

repayment. 
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Uses for credit reports 

 Potential employers may access your credit report as a character check.  But 

by far the most common use is by potential landlords, mortgage companies, banks 

and other lending institutions, and merchants offering charge accounts and credit 

cards to determine how creditworthy you are.  Insurance agents have also begun 

using credit reports to determine whether or not you are a good risk for their 

insurance policies. 

Ensuring Accurate Reports 

 Approximately 20 percent of all credit reports contain inaccurate information.  

It's up to you to correct erroneous information in your file.  The first step you must 

take is to get copies of all your credit reports.  For each incident of denied credit, you 

will receive a free copy of your credit report.  If you dispute an item on your report, by 

law, the credit bureau must investigate it, and if found to be incorrect, they must 

correct it.  If they do not complete the investigation within 30 days, they must drop the 

disputed item from your report. 

Sources of Assistance 

 As a member of the military, there are a of couple sources that you can turn to 

for assistance to assist you in properly managing credit. 

• Chain of command. 

• Your PAC is always a good place to start. 

Army Community Service Centers 

 Your local ACS center may have a financial educator on staff to provide 

personal financial information and counseling.  They normally work closely with the 

PAC at the local commands. 
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Legal Services 

 Legal services provide assistance in a dispute over a bill or contract.  They 

strongly encourage service members planning a major purchase to come in with a 

copy of the contract before signing it. 

Financial Institutions  

 Financial institutions often have financial counselors available who can provide 

a range of services to members, up to and including full-scale debt management 

programs.  Army Emergency Relief provides no-cost financial counseling and 

emergency financial assistance. 

 

CHECK ON LEARNING: 

QUESTION:  What are two advantages of a short-term loan? 

ANSWER:  Short-term loans offer a better interest rate and will you save money in interest over 
the period of the loan. 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 5, para 5a(1) 

QUESTION:  What is an advantage of a long-term loan? 

ANSWER:  It lowers your monthly payment. 

Ref: SH-2, Unit 4, The Essentials of Credit, p 5, para 5a(2) 

QUESTION:  What is an example of inappropriate use of credit? 

ANSWER:  When used to purchase consumable items (e.g., furniture, clothing, sporting 
equipment). 
 
Ref: SH-2, Unit 4, The Essentials of Credit, p 7, para 7b 

QUESTION:  Where can you get a copy of your credit report? 

ANS:  You get a copy of your credit report from the three credit bureaus:  Experian, Equifax and 
TransUnion. 
 
Ref: SH-2, Unit 4, The Essentials of Credit, p 10, para 10b 

Break:  TIME:  00:50 to 01:00 
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B. ENABLING LEARNING OBJECTIVE 
 

ACTION: Determine personal insurance needs. 

CONDITIONS: As a section sergeant in a classroom or unit environment, given 
soldiers, and Student Handout 2. 

STANDARDS: Determined personal insurance needs by-- 

• Assessing personal need for life, health or other insurance 
products. 
IAW Student Handout 2. 

 

1. Learning Step / Activity 1.  Life Insurance 

 
  Method of Instruction: Conference / Discussion 
  Technique of Delivery: Small Group Instruction (SGI) 
  Instructor to Student Ratio: 1:16 
  Time of Instruction: 20 mins 
  Media: VGT-5 and VGT-6 
 

 
SHOW VGT-5, LIFE INSURANCE 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-5

Life Insurance pays someone else if you 
die.  Simply put, it insures your future 
income.  If you don't have anyone 
depending on you for their financial well 
being, then you don't need life insurance. 

LIFE INSURANCELIFE INSURANCE

 
 
Ref:  SH-2, Unit 7, Meeting Your Insurance Needs, p 8, para c 

Life Insurance. 

 Life Insurance pays someone else if you die.  Simply put, it insures your future 

income.  If you don't have anyone depending on you for his or her financial  

well-being, then you don't need life insurance.  If you do, then you need to understand 

it and know how to calculate how much and what type you need. 

REMOVE VGT-5 
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Determining your life insurance needs 

 Over the next 2 to 3 years, many of you will marry, and many of you will start 

families.  So listen up.  You should take care of your family, and it is a profound 

responsibility to do so.  Widows or widowers and children of men and women who did 

not prepare suffer greatly. 

SHOW VGT-6, TYPES OF LIFE INSURANCE 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-6

TYPES OF LIFE INSURANCE TYPES OF LIFE INSURANCE 

Term Insurance is the most basic.  It provides a 
specified amount of protection for a specified number 
of years.  That's why it is called "term."  It is relatively 
low-cost, particularly for the young. 

Permanent insurance provides lifelong protection.  
As long as you pay the premiums, the death benefit  
pays.  You can keep life insurance for a long time.  If 
you don't intend to keep the policy for the life, then 
review  your insurance option.

 
 
Ref:  SH-2, Unit 7, Meeting Your Insurance Needs, p 8, para c (2) 

Types of life Insurance 

 If you decide you need additional life insurance over and above the maximum 

you already get in your Army SGLI coverage, you will need to understand the various 

types available to you.  There are two basic types, term insurance and permanent 

insurance. 

Term Life Insurance 

 Term Insurance is the most basic.  It provides a specified amount of protection 

for a specified number of years.  That's why it is called "term."  It is relatively low-cost, 

particularly for the young.  It is straightforward therefore; it is easy to compare rates 

between companies.  However, the cost increases steadily with age, and there is no 

cash value to a term policy.  A term policy you should be aware of is your 

Serviceman's Group Life Insurance (SGLI).  The Army provides SGLI for each 

member for the ridiculously low price of 80 cents per ten thousand per month. 
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 It can provide up to $250,000 in life insurance and it should be your first life 

insurance consideration.  SGLI has also expanded to include Family Coverage 

beginning November 1, 2001.  The service member’s (SGLI) Family Coverage, 

covers the Spouses and children listed on page 2.  Insurance covers children 

automatically for $10,000 at no cost to the service member.  SGLI family coverage is 

AUTOMATIC unless declined, in writing.  To do so, you must obtain a waiver 

statement from your personnel office.  Two tactics known and used by unethical 

salespersons are convincing the young soldier to drop SGLI because it does not build 

cash value, and claiming non-existent dependents to decrease income tax 

withholding in order to "invest" the "additional" take-home pay in high-cost cash value 

life insurance.  In this latter case, the soldier gets a rude shock on April 15th when he 

or she discovers they must write a sizable check for income taxes. 

Permanent Life Insurance 

 The other type of life insurance, other than term, is permanent insurance. 

Permanent insurance provides lifelong protection.  As long as you pay the premiums, 

it pays your beneficiary death benefit.  If you don't intend to keep the policy for life, 

this may be the wrong type of insurance for you.  There are a variety of permanent 

policies:  whole, adjustable, universal, and variable. 

REMOVE VGT-6 

Advantages and Disadvantages of Permanent Life Insurance 

 There are a number of advantages in having permanent life insurance.  If you 

are planning to keep the policy for life, you will have guaranteed coverage, as long as 

your premiums paid and up to date.  The policy also accumulates a cash value.  The 

cash value is the part of your premium that grows as you pay on your insurance.  A 

strong disadvantage of Permanent Life is that it can be more costly than term as you 

age.  Because it's for a long term, the younger you are, the lower the premium. 
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Survivor’s Benefits 

 In addition to SGLI, your beneficiaries receive certain death benefits should you 

die while on active duty.  You should consider these benefits when determining your 

overall insurance needs. 

Army Health Coverage 

 The Army health umbrella covers your entire medical and dental needs, while 

also affording low-cost options to your dependents. 

Medical Coverage 

 Health insurance covers several things, including doctors visits, diagnostic 

tests, surgery, hospital stays, and prescription drugs.  It also includes disability 

insurance and policies that provide "no-strings" payments for such dreaded diseases 

as cancer.  It is probably the least of your insurance concerns. 

 While you are on active duty, the U.S. Army is going to take care of the health 

care needs for you and your family.  TRICARE providers furnish Army medical care in 

an established TRICARE facility or a local military hospital.  If there are no care 

facilities local to you or your dependents, you could be responsible for a small 

percentage of medical costs if you must receive care in the civilian environment.  If 

you have large medical considerations, a CHAMPUS or TRICARE supplement is 

available.  Such policies usually have a very low monthly cost.   

Advice For Insurance Purchases 

 Here are some tips to help you through the insurance jungle.  As with any major 

purchase, don't rush into making a decision.  Any "good deal" available today will 

likely be there tomorrow.  Sleep on it and be sure to have any contract reviewed by 

Army Legal Services PRIOR to signing.  Be sure to consider your military benefits 

when determining your insurance requirements and don't get pressured into a 

decision.  Use several agents and the Internet when shopping for insurance.  A few 

hours spent now can mean saving thousands of dollars over your lifetime. 
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Sources of Assistance 

 As a member of the military, you have several sources of help in determining 

your insurance needs and meeting your requirements.  Army Legal Services is 

always ready to review any contract you are considering.  In addition, there are 

several Internet sites not aligned with any insurance company that will assist you in 

finding the lowest cost insurance policies to meet your needs. 

 

CHECK ON LEARNING: 
 
QUESTION:  What are the two main types of life insurance? 
 
ANSWER:  The two main types of insurance are term and permanent insurance. 
 
Ref:  SH-2, Unit 7, Meeting Your Insurance Needs, p 8, para c (2) 
 
QUESTION:  What are two advantages of Permanent Life Insurance? 
 
ANSWER:  Two advantages of Permanent insurance are:  1. You receive guaranteed coverage 
as long as you make payment.  2.  The policy accumulates cash value. 
 
Ref:  SH-2, Unit 7, Meeting Your Insurance Needs, p 11, para 1 
 
QUESTION:  what are few sound advice tips for insurance purchases? 
 
ANSWER:  Sound advice tips for insurance purchases are--1.  Don’t rush into making a 
decision.  2.  Be sure to consider your military benefits when determining your insurance.  3.  
Sleep on it and have contract reviewed by Legal Services. 
 
Ref:  SH-2, Unit 7, Meeting Your Insurance Needs, p 16, para 5a 
 

C. ENABLING LEARNING OBJECTIVE 
 

ACTION: Explain the purpose and maintenance of government travel card. 

CONDITIONS: As a section sergeant in a classroom or unit environment, given 
student handouts 2 thru 4. 

STANDARDS: Explained the purpose and maintenance of government travel card 
by-- 
• Explaining how to obtain a government travel card. 
• Explaining authorized usage and maintenance of government 
travel card. 

IAW Student Handouts 2 thru 4. 
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1. Learning Step / Activity 1.  Government Travel Card 
 
  Method of Instruction: Conference / Discussion 
  Technique of Delivery: Small Group Instruction (SGI) 
  Instructor to Student Ratio: 1:16 
  Time of Instruction: 25 min. 
  Media: VGT-7 thru VGT-9 

 
SHOW VGT-7, GOVERNMENT TRAVEL CARD 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-7

Government Travel CardGovernment Travel Card

A government travel card is a credit 
card and it's intention is to streamline 
the expenses of government travel  
and related expenses.   It is for 
official use Only--NO EXCEPTIONS!!  
Carrying the travel card is a privilege, 
and like all privileges, it has 
accompanying responsibilities.

 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 5 para 3a 

Government Travel Cards 

 At some point in your Army career, you may receive a government travel card.  

A government travel card is a credit card and its intention is to streamline the 

expenses of government travel and related expenses.  It is FOR OFFICAL USE 

ONLY--NO EXCEPTIONS!!  Carrying the travel card is a privilege, and like all 

privileges, it has accompanying responsibilities.  You must file a claim for your travel 

expenses and then promptly reimburse the credit card company.  You will receive 

instructions concerning the government travel card when you receive one. 

REMOVE VGT-7 
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SHOW VGT-8, TYPES OF TRAVEL CARDS 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-8

Types of Travel CardsTypes of Travel Cards

Standard Credit Card

The standard credit limit on these cards is $5,000 per
billing cycle.  The APC (or CPM or TCPMO) has the
authority to increase the overall credit limit on the
card beyond $5,000 to accommodate mission
requirements.  The ATM limit is $500 per billing
cycle.  APCs may raise the ATM limit to $4,000 per
billing cycle and CPMs may raise the ATM limit to
$5,000 per billing cycle.  ATM limits over $5,000 per
billing cycle require TCPMO approval.

 
 
Ref:  SH-4, p SH-4-9 

Standard Travel Card 

 Individuals receive the standard card as recommended by the card contractor, 

or as directed by the commander or supervisor.  In no case, however, may an 

individual receive a standard travel card if they refuse to undergo a credit check.  The 

standard credit limit on these cards is $5,000 per billing cycle.  The Agency Program 

Coordinators (APC), Component Program Manager (CPM) or the Travel card 

Program Management Office (TCPMO) has the authority to increase the overall credit 

limit on the card beyond $5,000 to accommodate mission requirements.  The ATM 

limit is $500 per billing cycle.  APCs may raise the ATM limit to $4,000 per billing 

cycle and CPMs may raise the ATM limit to $5,000 per billing cycle.  ATM limits over 

$5,000 per billing cycle require TCPMO approval.  DOD Components also may 

implement lower ATM limits.  The retail limit (purchases for other than lodging, airfare, 

car rental and meals) is $250 per billing cycle.  APCs may raise the retail limit to $500 

per billing cycle on a case-by-case basis and CPMs may raise the retail limit to 

$1,000 per billing cycle on a case-by-case basis.  The effect of increases to ATM and 

retail limits does not automatically change the total credit limit on the card. 

REMOVE VGT-8 
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SHOW VGT-9, TYPES OF TRAVEL CARDS 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-9

Types of Travel Cards (cont)Types of Travel Cards (cont)

Restricted Travel Card

Restricted travel cards are the same in appearance 
as standard cards; however, they are inactive at 
issuance.  The total credit limit on a restricted card is 
$1,250 per billing cycle.  This credit limit includes a 
$200 ATM limit and a $50 retail limit, with the 
remaining $1,000 available to charge meals, lodging, 
rental cars and miscellaneous expenses.  APCs can
raise these limits based on travel requirements.  At 
the request of the cardholder, the APC may activate 
the restricted card for a specific travel event 

 
 
Ref:  SH-4, p SH-4-9 

Restricted travel cards  

 Individuals receive a restricted travel card when recommended by the card 

contractor (and the APC concurs), requested by the applicant, or directed by the 

commander or supervisor.  A restricted travel card is the only card given to individuals 

who refuse credit checks.  These cards are the same in appearance as standard 

cards; however, they are inactive at issuance.  The total credit limit on a restricted 

card is $1,250 per billing cycle.  This credit limit includes a $200 ATM limit and a $50 

retail limit, with the remaining $1,000 available to charge meals, lodging, rental cars 

and miscellaneous expenses.  APCs can raise these limits based on travel 

requirements.  At the request of the cardholder, the APC may activate the restricted 

card for a specific travel event. 

REMOVE VGT-9 

Benefits to Travelers 

 Properly used, the travel card also provides you with several benefits.  For 

starters, you can use your card just like an ATM card and get the cash you will need 

for a trip without having to fill out government forms and stand in line.  On longer trips 

you can get cash from an ATM at your temporary duty location, negating the 

necessity to carry excessive sums of cash while traveling.  The card provides you the 

flexibility to make necessary arrangements if your travel plans get disrupted because 
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of bad weather, mechanical problems, missed connections, illness, family emergency, 

or another unforeseen event.  The card provides you substantial, no-cost insurance 

up to $3000 for lost luggage and $200,000 of travel accident insurance.  Being a 

cardholder also provides you with a readily available source of information should you 

need medical or legal assistance in a strange place far removed from the nearest 

military facility.  Not if, but when, an airline loses your luggage, card personnel will 

assist in getting it returned to you.  If a ticket is lost or stolen, they’ll get you a 

replacement and sort out the details later.  You can also avail yourself of the same 

pre-trip services as civilian cardholders and check things like the weather and ATM 

locations before you depart. 

Ref:  SH-2, Unit 9, Official Government Travel, p 6, para 3a(1)(a)(b)(c) 

Travel Card Responsibilities 

 Carrying the travel card is a privilege, and like all privileges, it has 

accompanying responsibilities.  Your first responsibility with regard to the travel card 

is to use it only for official travel.  NO EXCEPTIONS!!!  The local fancy restaurant 

MIGHT take your card if you used it for a nice dinner date; however, such use would 

not be unauthorized and could subject you to disciplinary action.  Do not use your 

card for personal reasons such as buying gifts for friends and family, even if you are 

on temporary duty.  It is also your responsibility to properly safeguard the card.  You 

will likely be accountable for any costs arising from a lost or stolen card.  However, if 

you lose your card, or someone steals it, notify your APC and the card vendor.  To 

avoid embarrassment file your claims for travel expenses within five days after return.  

By far, your biggest responsibility is to PAY YOUR BILLS ON TIME.  You used the 

travel card in your name, the credit card company sent the bills to you, and it is your 

responsibility to pay them by the due date.  Notify your APC when you transfer out or 

terminate and locate your new APC to ensure the transfer of your card to your new 

unit. 
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 As with any credit card, your government travel card can have a negative 

impact on your credit report.  If you see that you are not going to be able to pay your 

bill on time, notify your supervisor.  There are avenues you can take to extend the 

time you have to pay, possibly without any penalties.  Your account will become 

suspended when your account reaches the 55 days overdue point and will require 

supervisor intervention to keep it active.  Cancellation of your card will happen at the 

90-day point.  The government may cancel your card if suspended twice in any 12-

month period.  If you fail to pay for 120 days, the company WILL start garnishment 

proceedings.  Not only will you be responsible for the outstanding balance, you could 

also be responsible for up to an additional 25 percent of the balance and any 

collection fees.  Finally, in addition to being an embarrassment to the Army, 

decreasing your ability to perform official duties, and getting you in hot water with your 

chain of command, failure to pay your travel card bills on time will become a written 

part of YOUR credit report, making it more difficult, if not impossible, for you to get 

credit for things like homes and automobiles. 

Ref:  SH-2, Unit 9, Official Government Travel, pp 7 and 8, para 3a(2)(a)(b)(c) 

Split-Disbursement 

 The Department of Defense has introduced a new payment option for its travel 

cardholders through the deployment of upgraded software.  Known as "split-

disbursement," this option allows DOD travelers to elect a split-disbursement when 

submitting their travel settlement.  Using the upgraded Integrated Automated Travel 

System (IATS 5.X), part of the payment goes via electronic funds transfer to the travel 

card contractor, and the rest, forwarded directly to the travelers' designated account.  

Used correctly, the split-disbursement option eliminates the cardholders' burden and 

cost of writing and mailing personal checks for travel payments.  In addition, the use 

of direct deposit speeds the reimbursement process and reduces both administrative 

costs and account delinquencies.  While this payment option will benefit all DOD 

travelers, it will be of particular value for those on long-term temporary duty submitting 
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interim travel settlements, as it allows the travel card contractor to be paid directly.  

Split Disbursement is not uncommon in the private sector.  Several Fortune 500 

companies have used similar practices for decades.  Recognizing the private-sector 

successes, and as part of the ongoing reform of its travel and transportation payment 

practices, DOD and the travel card contractor worked to make the split-disbursement 

option available to all DOD travelers paid through IATS 5.X and SRD-1.  Travelers 

wishing to elect the split-disbursement option simply need to determine the amount 

charged to their travel card during the billing period and specify that amount on the 

travel voucher (DD Form 1351-2) in block 3c.  For example, if the traveler charges 

$300 to the DOD travel card for official business expenses and uses the split-

disbursement option, the traveler designates this in block 3c as "SPLIT $300."  In the 

event the traveler designated less money than needed to cover charges to the card, 

the traveler is responsible for paying the difference.  Likewise, if the traveler 

designates more money than necessary, the travelers' card account will credit your 

future travel expenses.  The traveler also has the option to request payment of the 

credit by contacting the travel card contractor using the customer service number 

(1-800- 492-4922). 

Ref:  SH-3, p 3-2 

Government Purchase Cards 

 It is possible that later in your career your commander may issue a purchase 

card in addition to a travel card.  The purchase card allows the holder to make 

government-related purchases without having to first get a purchase order.  With a 

purchase card, the credit company sends the bill to the user’s organization.  The 

organization is responsible for payment.  There will be someone at your organization 

that checks these bills to ensure all purchases were for government-related items.  

Misuse of the purchase card is a CRIME. 

Ref:  SH-2, Unit 9, Official Government Travel, p 10, para 4a 
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CHECK ON LEARNING: 

 
QUESTION:  What is your responsibility when using a government travel card? 
 
ANSWER:  Pay your bill on time. 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 8, para 2c 
 
QUESTION:  What is a Government travel card used for? 
 
ANSWER:  For official use only--NO EXCEPTIONS. 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 5, para 3a 
 
QUESTION:  Upon return from travel, how many days do you have to file a travel claim? 
 
ANSWER:  Within 5 days. 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 5, para e (1) 
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SECTION IV. SUMMARY 

Method of Instruction:  Conference / Discussion  
Technique of Delivery:  Small Group Instruction (SGI) 
Instructor to Student Ratio is:  1:16  
Time of Instruction:  5 mins  
Media:  None  

Check on 
Learning 

QUESTION:  What is your responsibility when using a government travel card? 
 
ANSWER:  Pay your bill on time. 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 8, para a (2) 
 
QUESTION:  What is a government travel card used for? 
 
ANSWER:  For official use only. 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 5, para 3a 
 
QUESTION:  Upon return from travel, how many days do you have to file a travel 
claim? 
 
ANSWER:  Within 5 days. 
 
Ref:  SH-2, Unit 9, Official Government Travel, p 5, para e(1) 
 
QUESTION:  What are the two main types of life insurance? 
 
ANSWER:  The two main types of insurance are term and permanent insurance. 
 
Ref:  SH-2, Unit 7, Meeting Your Insurance Needs, p 8, para c (2) 
 
QUESTION:  What is an advantage of a long-term loan? 
 
ANSWER:  To lower your monthly payment. 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 5, para 5a(2) 
 
QUESTION:  What is an inappropriate use of credit? 

ANSWER:  When used to purchase consumable items. 
 
Ref:  SH-2, Unit 4, The Essentials of Credit, p 7, para 7b 
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Review / 
Summarize 
Lesson 

 In this lesson we have discussed a subject of vital interest to you for the rest 

of your lives.  Credit is something you will use throughout your lifetime.  It can be a 

valuable tool; however, it can also be a source of long lasting difficulty.  The 

availability and over extension of credit has contributed significantly to the rise in 

personal bankruptcy rates in the past 20 years.  Wise use of credit can be a key 

element in achieving financial independence; misuse can be a ticket to financial 

ruin.  To help you make wise credit decisions, we have discussed factors that 

affect the cost of credit, appropriate and inappropriate uses of credit, and warning 

signs of too much debt.  We covered primary types of insurance with particular 

emphasis on military benefits that you should consider when determining your 

personal insurance requirements.  We also discussed authorized official travel, 

what are your entitlements when ordered to perform official travel, and how the 

government reimburses you for legitimate travel expenses.  We also described the 

difference between a government travel card and purchase card and outlined your 

responsibilities in conjunction with the use of the cards. 

Transition to 
Next Lesson 

None 
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SECTION V. STUDENT EVALUATION 

Testing 
Requirements 

NOTE:  Describe how the student must demonstrate accomplishment of the TLO.  Refer 
student to the Student Evaluation Plan. 

 None 

Feedback 
Requirements 

NOTE:  Feedback is essential to effective learning.  Schedule and provide feedback on the 
evaluation and any information to help answer students' questions about the test.  Provide 
remedial training as needed. 

 
None. 
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VIEWGRAPHS FOR LESSON 1:  L329 version 2 
 
Enabling Learning Objective A 
 
 Learning Step 1 
 
 VGT-1, Types of Credit 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-1

Types of CreditTypes of Credit

There are three types of credit:

• Credit cards

• Short-term loans

• Long-term loans 
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 VGT-2, Credit Example 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-2

Credit ExampleCredit Example

Look at this credit example.  

If you charge $5000 at 18% and make      
only a minimum 2% monthly payment, it 
will take 46 years to pay off this debt!  You 
will have paid $18,931.
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 VGT-3, Three Factors of Good Credit Risk 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-3

THREE FACTORS OF GOOD THREE FACTORS OF GOOD 
CREDIT RISK CREDIT RISK 

• Character 

• Capacity 

• Collateral 
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 Learning Step 2 
 
 VGT-4, Components of a Credit Report 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-4

COMPONENTS OF A CREDIT COMPONENTS OF A CREDIT 
REPORT REPORT 

• Personal Information 

• Credit History 

• Public Records 

• Inquiries 
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Enabling Learning Objective B 
 
 Learning Step 1 
 
 VGT-5, Life Insurance 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-5

Life Insurance pays someone else if you 
die.  Simply put, it insures your future 
income.  If you don't have anyone 
depending on you for their financial well 
being, then you don't need life insurance. 

LIFE INSURANCELIFE INSURANCE

 
 
 



L329                   OCT 04 

 A-6

 VGT-6, Types of Life Insurance 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-6

TYPES OF LIFE INSURANCE TYPES OF LIFE INSURANCE 

Term Insurance is the most basic.  It provides a 
specified amount of protection for a specified number 
of years.  That's why it is called "term."  It is relatively 
low-cost, particularly for the young. 

Permanent insurance provides lifelong protection.  
As long as you pay the premiums, the death benefit  
pays.  You can keep life insurance for a long time.  If 
you don't intend to keep the policy for the life, then 
review  your insurance option.
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Enabling Learning Objective C 
 
 Learning Step 1 
 
 VGT-7, Government Travel Card 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-7

Government Travel CardGovernment Travel Card

A government travel card is a credit 
card and it's intention is to streamline 
the expenses of government travel  
and related expenses.   It is for 
official use Only--NO EXCEPTIONS!!  
Carrying the travel card is a privilege, 
and like all privileges, it has 
accompanying responsibilities.
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 VGT-8, Types of Travel Cards 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-8

Types of Travel CardsTypes of Travel Cards

Standard Credit Card

The standard credit limit on these cards is $5,000 per
billing cycle.  The APC (or CPM or TCPMO) has the
authority to increase the overall credit limit on the
card beyond $5,000 to accommodate mission
requirements.  The ATM limit is $500 per billing
cycle.  APCs may raise the ATM limit to $4,000 per
billing cycle and CPMs may raise the ATM limit to
$5,000 per billing cycle.  ATM limits over $5,000 per
billing cycle require TCPMO approval.
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 VGT-9, Types of Travel Cards (cont) 
 
 

Basic Noncommissioned Officer CourseL329/OCT04/VGT-9

Types of Travel Cards (cont)Types of Travel Cards (cont)

Restricted Travel Card

Restricted travel cards are the same in appearance 
as standard cards; however, they are inactive at 
issuance.  The total credit limit on a restricted card is 
$1,250 per billing cycle.  This credit limit includes a 
$200 ATM limit and a $50 retail limit, with the 
remaining $1,000 available to charge meals, lodging, 
rental cars and miscellaneous expenses.  APCs can
raise these limits based on travel requirements.  At 
the request of the cardholder, the APC may activate 
the restricted card for a specific travel event 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THIS PAGE INTENTIONALLY LEFT BLANK 



L329                   OCT 04 

 B-1

Appendix B  Test(s) and Test Solution(s)  (N/A) 
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Appendix C  Practical Exercises and Solutions (N/A) 
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 HANDOUTS FOR LESSON 1:  L329 version 2 
 

 This appendix contains the items listed in this table-- 

Title/Synopsis Pages 

SH-1, Advance Sheet SH-1-1 and SH 1-2 

SH-2, Extracted Material from U.S Army Personal 
Financial Management Training Instructor Guide, 2002 

SH-2-1 

SH-3, Extracted Material from DOD Financial Management 
Regulation on Split Disbursement Payment 

SH-3-1 

SH-4, Extracted Material from DOD Financial 
Management Regulation, Vol. 9, Chap 3 

SH-4-1 
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SH-1-1 

Student Handout 1 
Advance Sheet 

 
Lesson Hours This Lesson consists of two hours of small group instruction. 

 
 
Overview This lesson provides information that will help you enhance the financial readiness of 

your unit.  The lesson identifies the different support agencies that can assist soldiers 
and their families; identifies the wise use of credit that is a key element in achieving 
financial independence, defines the factors that affect the cost of credit, identifies the 
type of Insurance with particular emphasis on military benefits, and explains the 
procedures and responsibilities when using the government travel card. 
 

 
Learning 
Objective 

Terminal Learning Objective (TLO). 

 Action: Recognize the importance of managing personal finances. 

 Conditions: As a section sergeant in a classroom or unit environment, given a 
student handouts 2 thru 4. 

 Standards: Recognized the importance of managing personal finances by: 

• Identifying the warning signs of too much credit. 
• Determining personal insurance needs. 
• Explaining the purpose and maintenance of the government 
travel card. 

IAW Student Handouts 2 thru 4. 

 

ELO A    Identify the warning sign of too much credit. 
ELO B    Determine personal insurance needs. 
ELO C    Explain the purpose and maintenance of the government travel card.  
 

 
Assignment The student assignment for this lesson is: 

• Read Student Handouts 1 thru 4. 
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SH-1-2 

 
Additional 
Subject Area 
Resources 

None 

 
 
Bring to Class You must bring the following materials to class-- 

• SH-1 thru SH-4 
• Pencil or pen and writing paper. 
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SH-2-1 

Student Handout 2 
 
Extracted Material from U.S. Army Personal Financial Management Training Instructor Guide, 2002 
 

 
 This student handout contains 16 pages of extracted material from the following 

publication: 
 
U.S. Army Personal Financial Management Training Instructor Guide, 2002. 
 

  
Unit 4, The Essentials of Credit pages 3 thru 7, 10 and 11 
Unit 7, Meeting Your Insurance Needs pages 8, 11, and 16 
Unit 9, Official Government Travel pages 5 thru 10 

 
 
Disclaimer:  The training developer downloaded the material from the U.S Army 
Personal Financial Management Training Instructor Guide.  The text may contain 
passive voice, misspellings, grammatical errors, etc., and may not be in compliance with 
the Army Writing Style Program. 
 
NOTE:  Use this guide to extract pertinent information from the left column.  Disregard 
all slide references given in the right column. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 

YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  
DAMAGE IN ANY WAY, TO INCLUDE HIGHLIGHTING, PENCIL MARKS, 
OR MISSING PAGES WILL SUBJECT YOU TO PECUNIARY LIABILITY 
(STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO 
RECOVER PRINTING COSTS. 

. 
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Topic 4.1 The Essentials of Credit 

3 

1. Introduction. 
 

a. During this lesson we will discuss types of credit, 
appropriate uses of credit, how to tell if you have too much 
debt, and what a credit report is and how it will affect you all 
of your life. 

 
 
2. Essentials of Credit. 
 

a. The word credit defines a number of possibilities.  You 
can take out a loan or use a credit card.  Your ability to do this 
is dependent on the essentials of credit.  These include your 
credit history, interest rates, fees, payment schedules, etc.  Do 
you make your payments on time?  Do you use your credit 
card without considering the purchase?  Do you carry your 
credit card with you at all times? 

 
 
3. Types of Credit. 
 

a. There are three types of credit: 
 

(1) Credit cards 
 

(2) Short-term loans 
 

(3) Long-term loans 
 
 
 
 
 

 
RELATED INSTRUCTOR ACTIVITY 
 
1. SHOW SLIDE 4-1 TITLE SLIDE. 
 
 Establish Contact. 
 
 Introduce yourself and give any background 
that might be of interest. 
 
 Establish Readiness. 
 
2. SHOW SLIDE 4-2 ESSENTIALS OF CREDIT 
 
 
 
 
 
 
 
 
 

a. SHOW SLIDE 4-3 TYPES OF CREDIT 
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4. Credit card facts. 
 

a. VISA International has determined that just placing a 
credit card in someone’s hand will cause an increase in 
spending of 32%. 

 
b. The average young adult has a $6,122 credit limit.  Their 
average balance is $2,226. 

 
c. Nearly half of all credit card holders-43%-make only the 
minimum required monthly payments at least part of the time. 

 
d. Over 19% of Americans’ monthly income is now eaten up 
by debt payments. 

 
e. Credit Example.   Look at this credit example.  If you 
charge $5000 at 18% and make only a minimum 2% monthly 
payment, it will take 46 years to pay off this debt!  You will 
have paid $18,931!! 

 
4. SHOW SLIDE 4-4 CREDIT CARD FACTS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e. SHOW SLIDE 4-5 CREDIT EXAMPLE 
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5. Short-term vs. Long Term Loans. 
 

a. To use credit to your advantage, you should understand 
the differences between short-term and long-term loans, so 
let's examine the advantages and disadvantages of each. 

 
(1) Short term loans. Short-term loans usually offer a 
better interest rate than longer-term loans.  In addition, 
even if rates are the same, the short- term loan will save 
you money in interest over a longer loan. Their down side 
is higher monthly payments. 

 
(2) Long-term Loans. The primary advantage of a long-
term loan is that it lowers your monthly payments. 
Disadvantages are an increase in the amount of interest 
paid, and the fact that some items purchased with long-
term loans may wear out before the debt is retired. 

 
6. Are you a good credit risk? 
 

a. Before deciding whether or not to grant you a loan, or 
other types of credit, and at what interest rate, a financial 
institution or company will evaluate the probability that you 
will make required payments on time. The three factors that 
weigh heavily in those decisions are: character, capacity, and 
collateral.  

 
 
 
 
 
 

 
 
 
 
 
 
 
 

(1) SHOW SLIDE 4-6 SHORT-TERM LOANS 
 
 
 
 
 
 

(2) SHOW SLIDE 4-7 LONG-TERM LOANS 
 
 
 
 

a. SHOW SLIDE 4-8 HOW CREDITWORTHY ARE YOU? 



L329     OCT 04 
Unit 4.  THE ESSENTIALS OF CREDIT 
Topic 4.1 The Essentials of Credit 

7 

 
(1) Character. Do you have a history of repaying loans 
on time?  Stability (length of time on the job and in a 
location), age of accounts, and checking and savings 
account records are also taken into consideration. If you've 
bounced checks or have been late on your bills, it may 
prevent you from obtaining credit. 

 
(2) Capacity. What is the likelihood you can repay the 
loan on time? Factors include your income, how much 
potential credit you hold (number of cards, number of 
inquiries), and total debt is considered. 

 
(3) Collateral. What, if any, additional security is there to 
ensure the loan will be repaid? Collateral is normally 
required for any large loan, such as for a home or a  car. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

(1) SHOW SLIDE 4-9 CHARACTER. 
 
 
 
 
 
 

(2) SHOW SLIDE 4-10 CAPACITY 
 
 
 
 

(3) SHOW SLIDE 4-11 COLLATERAL 
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7. Appropriate and Inappropriate uses of credit. 
 

a. Appropriate uses of credit.  The best use of credit is to 
purchase assets - things that will grow or increase in value 
over time, like your own business or buying a home or a rental 
property.  Credit is also useful for convenience - avoiding 
having to carry large sums of cash or as a management tool.  
Wise use of credit virtually always falls into one of these two 
categories - Assets or Convenience.  Sometimes use of credit 
for major consumer goods (so-called "Big Ticket" items) 
cannot be avoided; few of us can purchase our first car 
without a loan.  This, too, is an acceptable use of credit. 

 
b. Inappropriate uses of credit.   Credit becomes more 
dangerous when used to purchase consumables.  Furniture, 
clothing, sporting equipment, meals out, and vacations lose 
much or all of their value immediately after purchase.  Such 
unwise use of credit is often motivated by one of four factors. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

a. SHOW SLIDE 4-12 ABC’S OF APPROPRIATE USES 
OF CREDIT 

 
 
 
 
 
 
 
 
 

b. SHOW SLIDE 4-13 INAPPROPRIATE USES OF 
CREDIT 
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a. A credit report is information about you and your credit 
experiences, such as your bill-paying history, the number and 
type of accounts you have, late payments, collection actions, 
outstanding debt, and the age of your accounts. A good report 
can open many doors for you, and a bad report will be a major 
obstacle in realizing future goals and aspirations. We'll discuss 
who keeps these reports, what they contain, how they are 
used, and what you should do to ensure your report is 
accurate. 

 
b. Credit Bureaus. Most credit reports are compiled by 
three major companies:  Equifax; Experian; and TransUnion.  
A list of these companies and contact information is provided 
in your Student Guide. In some states, these companies may 
charge you for your credit report or, if you were denied credit, 
you can request a copy of your credit report FREE of charge 
within the within the time limit set by law. These companies 
are competitors, so they do not share their information, and 
therefore, the information in your report with each of them 
may be different. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

a. SHOW SLIDE 4-19 CREDIT REPORTS. 
 
 
Direct student to Information Sheet 4-1-1, Sample Credit Report. 
 
 
 
 
 

b. SHOW SLIDE 4-20 CREDIT BUREAUS 
 
 
 
Direct student to Information Sheet 4-1-2, How to Contact the 
Credit Bureaus 
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c. Components of a credit report. Your credit report has 
four major components. 

 
(1) Personal Information.  Your name, address, former 
address/es, SSN, and estimated date of birth. You may not 
want a great deal of personal information to go on file, 
however, if you refuse to provide it the creditor can deny 
you credit. 

 
(2) Credit History.  This section contains the history of 
all your accounts of which they have information. It shows 
all of your credit information: the type of account, the date 
it was open, your payment history, and the current status 
of the account. This information is used in evaluation of 
your creditworthiness. This section will contain your 
history of late or missed payments - definite adverse 
entries.  You should ensure all closed accounts are 
reflected as such because the lender to compute your debt-
to-income ratio may use potential credit, as well as actual 
debts. Be sure the report shows that such accounts were 
closed at your request; otherwise it is left open to question 
that it might have been closed for cause, more potential 
adverse information. 

 
 
 
 
 
 
 

 
 
 
 

c. SHOW SLIDE 4-21 REPORT COMPONENTS 
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c. Life Insurance.   Life Insurance pays someone else if you 
die.  Simply put, it insures your future income. If you don't 
have anyone depending on you for his or her financial well-
being, then you don't need life insurance. If you do, then you 
need to understand it and know how to calculate how much 
and what type you need. 

 
(1) Determining your life insurance needs. Over the 
next 2-3 years, many of you will marry, and many of you 
will start families.  So listen up.  You can take care of your 
family and it is a profound responsibility to do so. Widows 
or widowers and children of men and women who did not 
prepare suffer greatly. 

 
(2) Types of life Insurance. If you decide you need 
additional life insurance over and above the maximum you 
already get in your Army SGLI coverage, you will need to 
understand the various types available to you.  There are 
two basic types, Term insurance and Permanent insurance. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

c. SHOW SLIDE 7-14 LIFE INSURANCE 
 
 
 
 
 
 

(1) SHOW SLIDE 7-15 NEED FOR LIFE INSURANCE 
 
Direct student to Information Sheet 7-1-1, Determining Life 
Insurance Needs 
 
 
 

(2) SHOW SLIDE 7-16 TYPES OF LIFE INSURANCE 
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1. Advantages and Disadvantages of Permanent Life 
Insurance.  There are a number of advantages in having 
permanent life insurance.  If you are planning to keep the policy 
for life, your coverage will be guaranteed--as long as your 
premiums are paid.  The policy also accumulates a cash value.  
The cash value is the part of your premium that grows as you pay 
on your insurance.  A strong disadvantage of Permanent Life is 
that it can be more costly than term as you age.  Because it's 
written for the long term, the younger you are, the lower the 
premium. 
 

(d) Survivor’s Benefits.  In addition to SGLI, certain 
death benefits will be paid to your beneficiaries should 
you die on active duty.  These benefits should be taken 
into consideration when determining your overall 
insurance needs. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
1. SHOW SLIDE 7-21 PERMANENT LIFE 
INSURANCE-ADVANTAGES AND DISADVANTAGES 
 
 
 
 
 
 
 
 
 

(d) SHOW SLIDE 7-22 SURVIVOR BENEFITS 
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b. Two tactics known to have been used by unethical 
salespersons are convincing the young soldier to drop SGLI 
because it does not build cash value, and claiming non-
existent dependents to decrease income tax withholding in 
order to "invest" the "additional" take-home pay in high-cost 
cash value life insurance. In this latter case, the soldier gets a 
rude shock on April 15th when he or she discovers they must 
write a sizable check for income taxes. 

 
 
5. Sound advice for Insurance purchases. 
 

a. Here are some tips to help you through the insurance 
jungle. As with any major purchase, don't be rushed in to 
making a decision. Any "good deal" available today will 
likely be there tomorrow. Sleep on it, and be sure to have any 
contract reviewed by Army Legal Services PRIOR to signing.  
Be sure to consider your military benefits when determining 
your insurance requirements and don't get pressured into a 
decision, like buying auto insurance at a car dealership. Shop 
hard using several agents and the internet. A few hours spent 
now can mean thousands of dollars over your lifetime. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
5. SHOW SLIDE 7-29 SOUND ADVICE 

 
Direct student to Information Sheet 7-1-3, Life Cycle Approach to 
Insurance 
 
Direct student to Information Sheet 7-1-4, Shopping Tips for 
Insurance. 
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e. Travel Reimbursement 

 
(1) The last step for any government travel is to get 
reimbursed for the money you have spent during official 
travel.  In order to collect this money you will have to file 
a travel voucher within five days of your return. To file 
this voucher, you will need copies of your orders (I told 
you not to lose them!); the receipt portion of any airline, 
train, or bus tickets; and a receipt for your lodging. You 
must also turn in any unused portions of previously 
purchased tickets. 

 
 
3. Government Travel Cards. 
 

a. At some point in your Army career you may be issued a 
Government travel card.  A government travel card is a credit 
card and its intention is to streamline the expenses of 
government travel and related expenses.   It is for official use 
Only--NO EXCEPTIONS!!  Carrying the travel card is a 
privilege, and like all privileges, it has accompanying 
responsibilities. You must file a claim for your travel expenses 
and then promptly reimburse the credit card company.    
Further procedures and responsibilities will be explained to 
you should you ever be given a Government Travel Card. 

 
 
 
 
 
 
 

 
 

e. SHOW SLIDE 9-6 TRAVEL REIMBURSEMENT 
 
 
 
 
 
 
 
 
 
 
 
3. SHOW SLIDE 9-7 GOVERNMENT TRAVEL CARDS. 
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(1) Benefits to Travelers.  Properly used, the travel card 
also provides you with several benefits. 

 
(a) For starters, you can use your card just like an 
ATM card and get the cash you will need for a trip 
without having to fill out Government forms and stand 
in line.  On longer trips you can get cash from an ATM 
at your temporary duty location, negating the necessity 
to carry excessive sums of cash while travelling. 

 
(b) The card provides you the flexibility to make 
necessary arrangements if your travel plans are 
disrupted by bad weather, mechanical problems, 
missed connections, illness, family emergency, or 
other unforeseen event. 

 
(c) The card provides you substantial, no-cost 
insurance—up to $3000 for lost luggage and $200,000 
of travel accident insurance. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

(1) SHOW SLIDE 9-8 BENEFITS TO TRAVELERS 
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(d) Being a cardholder also provides you with a 
readily available source of information should you 
need medical or legal assistance in a strange place far 
removed from the nearest military facility.  Not if, but 
when, an airline loses your luggage, card personnel 
will assist in getting it returned to you.  If a ticket is 
lost or stolen, they’ll get you a replacement and sort 
out the details later.  You can also avail yourself of the 
same pre-trip services as civilian cardholders and 
check things like the weather and ATM locations 
before you depart. 

 
(2) Travel Card Responsibilities.  Carrying the travel 
card is a privilege, and like all privileges, it has 
accompanying responsibilities. 

 
(a) Your first responsibility with regard to the travel 
card is to use it only for official travel. NO 
EXCEPTIONS!!!  The local fancy restaurant MIGHT 
take your card if you used it for a nice dinner date, but 
this would not be an authorized use, and could subject 
you to disciplinary action.  Do not use your card for 
personal reasons such as buying gifts for friends and 
family, even if you are on temporary duty. 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

(2) SHOW SLIDE 9-9 TRAVEL CARD 
RESPONSIBILITIES 
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(b) It is also your responsibility to properly safeguard 
the card.  You will likely be held accountable for any 
costs arising from a lost or stolen card. 

 
(c) By far, your biggest responsibility is to PAY 
YOUR BILLS ON TIME.  The travel card is used in 
your name, the bills are sent to you, and it is your 
responsibility to pay them by the due date. 

 
EMPHASIZE THE FOLLOWING POINT: 
 
Ladies and gentlemen, this is a serious problem for the United 
States Army.  As of February 2001, there were over 10,000 
delinquent travel card accounts with the current issuing company, 
the Bank of America.  Such delinquencies decrease the card 
company’s profit and will have serious repercussions for you. 
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(3) Overdue Accounts.  As with any credit card, your 
government travel card can have a negative impact on 
your credit report.  If you see that you are not going to be 
able to pay your bill on time notify your supervisor.  There 
are avenues that can be taken to extend the time you have 
to pay possibly without any penalties. 

 
(a) When your account becomes 55 days overdue, 
your card will be suspended and will require 
supervisor intervention to keep it active. 

 
(b) At the 90 point your card will be canceled. Your 
card may also be canceled if suspended twice in any 
12-month period. 

 
(c) If you fail to pay for 120 days, the company 
WILL start garnishment proceedings.  Not only will 
you be responsible for the outstanding balance, you 
could also be responsible for up to an additional 25% 
of the balance and any collection fees. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

(3) SHOW SLIDE 9-10 OVERDUE ACCOUNTS 
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(d) Finally, in addition to being an embarrassment 
to the Army, decreasing your ability to perform 
official duties, and getting you in hot water with 
your chain of command, failure to pay your travel 
card bills on time will be recorded on YOUR credit 
report, making it more difficult, if not impossible, 
for you to get credit for things like homes and 
automobiles. 

 
4. Government Purchase Cards. 
 

a. It is possible that later in your career you may be issued 
a purchase card in addition to a travel card.  The purchase 
card allows the holder to make government-related 
purchases without having to first get a purchase order.  
With a purchase card, the bills are sent from the credit card 
company to the user’s organization.  The organization is 
responsible for payment.  There will be someone at your 
organization who checks these bills to ensure all purchases 
were for Government-related items.  Misuse of the 
purchase card is a CRIME. 

 
 
5. Questions. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
4. SHOW SLIDE 9-11 GOVERNMENT PURCHASE 
CARDS 
 
 
 
 
 
 
 
 
 
 
 
 
5. SHOW SLIDE 9-12 QUESTIONS 
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Student Handout 3 
 
Extracted Material from DOD Financial Management Regulation on Split Disbursement Payment 
 

 
 This student handout contains one page of extracted material from the following 

publication: 
 
DOD Financial Management Regulation on Split Disbursement Payment. 
 
  

Spit Disbursement Payment Option for DOD Traveler page SH-3-2 
 
Disclaimer:  The training developer downloaded the material from the DOD Financial 
Management Regulation.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing Style 
Program. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 

YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  
DAMAGE IN ANY WAY, TO INCLUDE HIGHLIGHTING, PENCIL MARKS, 
OR MISSING PAGES WILL SUBJECT YOU TO PECUNIARY LIABILITY 
(STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO 
RECOVER PRINTING COSTS. 
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Split-Disbursement Payment Option Available for DoD Travelers 
 

The Department of Defense has introduced a new payment option for its travel cardholders through the 
deployment of upgraded software. Known as "split-disbursement," this option allows DOD travelers to 
elect a split-disbursement when submitting their travel settlement. Using the upgraded Integrated 
Automated Travel System (IATS 5.X), part of the payment is sent via electronic funds transfer to the travel 
card contractor, and the rest, forwarded directly to the travelers' designated account.  
Used correctly, the split-disbursement option eliminates the cardholders' burden and cost of writing and 
mailing personal checks for travel payments. In addition, the use of direct deposit speeds the 
reimbursement process and reduces both administrative costs and account delinquencies. While this 
payment option will benefit all DOD travelers, it will be of particular value for those on long-term temporary 
duty submitting interim travel settlements, as it allows the travel card contractor to be paid directly.  

Split Disbursement is not uncommon in the private sector. Several Fortune 500 companies have used 
similar practices for decades. Recognizing the private-sector successes and as part of the ongoing reform 
of its travel and transportation payment practices, DOD and the travel card contractor worked to make the 
split-disbursement option available to all DOD travelers paid through IATS 5.X and SRD-1.  

Travelers wishing to elect the split-disbursement option simply need to determine the amount charged to 
their travel card during the billing period and specify that amount on the travel voucher (DD Form 1351-2) 
in block 3c. For example, if $300 is charged to the DOD travel card for official business expenses and the 
split-disbursement option is used, the traveler designates this in block 3c as "SPLIT $300." In the event 
that less money is designated than needed to cover charges to the card, the traveler is responsible for 
paying the difference. Likewise, if more money than necessary is designated, the travelers' card account 
will be credited to cover future travel expenses. The traveler also has the option to request payment of the 
credit by contacting the travel card contractor using the customer service number (1-800- 492-4922).  

IATS 5.X software will be released for deployment to the field offices currently using a previously issued 
version of IATS by the end of September. 
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Student Handout 4 
 
Extracted Material from DOD Financial Management Regulation, Vol. 9, Chap 3 
 

 
 This student handout contains 15 pages of extracted material from the following 

publication: 
 
DOD Financial Management Regulation, Vol. 9, Chap 3, September 2000. 
 

  
Chapter 3, Vol 9, Department of Defense 
Government Travel Charge Card pages SH-4-2 thru SH-4-16 

 
 
Disclaimer:  The training developer downloaded the material from the DOD Financial 
Management Regulation.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing Style 
Program. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 

YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  
DAMAGE IN ANY WAY, TO INCLUDE HIGHLIGHTING, PENCIL MARKS, 
OR MISSING PAGES WILL SUBJECT YOU TO PECUNIARY LIABILITY 
(STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO 
RECOVER PRINTING COSTS. 

.
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DoD Financial Management Regulation Volume 9, Chapter 3 
September 2000 
 
CHAPTER 3 
DEPARTMENT OF DEFENSE GOVERNMENT TRAVEL CHARGE CARD 
 
POLICY AND PURPOSE 
 
General. “The Travel and Transportation Reform Act of 1998” (TTRA) 
(Public Law 105-264) stipulates that the government-sponsored, contractor-issued travel card 
(hereafter referred to as the “travel card”) shall be used by all U.S. Government personnel 
(civilian and military) to pay for costs incident to official business travel. Provisions governing 
this mandatory use requirement within the Department are set forth in section 0303 of this 
chapter. 
 
Purpose. Within the Department, the travel card program is intended to 
facilitate and standardize the use by DoD travelers of a safe, effective, convenient, commercially 
available method to pay for expenses incident to official travel, including local travel. The travel 
card is used to improve DoD cash management, reduce DoD and traveler administrative 
workloads, and facilitate better service to DoD travelers. In addition, because of the refund 
feature of the travel card program, the program results in cost savings for the Department. In 
addition to individual travel cards, there are travel card variations that include restricted cards, 
unit cards, and centrally billed accounts (CBA). These variations are used to meet specific needs 
of the DoD Components. This chapter sets forth the policy and procedures with respect to 
mandatory use of the travel card under the TTRA. It also establishes procedures for travel card 
issuance and use. 
 
Applicability And Scope. These policies are applicable to the Office of 
the Secretary of Defense, the Military Departments, the Chairman of the Joint Chiefs of Staff and 
the Joint Staff, the Combatant Commands, the Inspector General of the DoD, the Defense 
Agencies, the DoD Field Activities, the Uniformed Services University of the Health Sciences 
and all DoD nonappropriated fund instrumentalities (hereafter referred to collectively as the 
“DoD Components.”) 
 
RESPONSIBILITIES 
 
 General Services Administration. The General Services Administration 
(GSA) awards and administers a master contract for the government travel card program, which 
is part of the “GSA Smart Pay Program.” The GSA is also responsible for issuing government 
wide policies and procedures for implementation of the TTRA. 
Under Secretary of Defense (Comptroller) (USD(C)). The USD(C) is 
responsible for establishing DoD-wide policies for the DoD Travel Card Program. Included 
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within this responsibility is the requirement to develop DoD-wide policy for the implementation 
of the requirements of the TTRA and monitoring implementation of the TTRA by the DoD 
Components.  DoD Component Heads.  The Head of each DoD Component is 
responsible for developing TTRA implementation strategy for use in that Component. The 
Component Head, along with the Project Manager-Defense Travel System, shall ensure that the 
appropriate systems modules are developed that enable DoD travel systems to operate consistent 
with the requirements of the TTRA and this chapter. Component Head responsibilities include, 
but are not limited to, submitting regulations developed to implement the TTRA for USD(C) 
approval; granting exemptions as indicated in, and in accordance with, subparagraphs  
and  of this chapter and notifying the Administrator of the General Services Administration 
regarding exemptions granted as indicated in subparagraph 030303.C of this chapter.030204. 
Director, Defense Finance and Accounting Service (DFAS). The Director, DFAS has been 
designated by the USD(C) as the program manager for the travel card. The DFAS also shall 
facilitate traveler determination of any late payment fees or charges that may be payable to a 
traveler under the TTRA as indicated in subparagraph 030701.C of this chapter.  Travel Card 
Program Management Office (TCPMO). The Travel Card Program Management Office 
(TCPMO), within the DFAS Headquarters’ Directorate for Finance (DFAS-HQ/FMT), manages 
the Department’s Travel Card Program. A “DoD Tailored Task Order for the Travel Card 
Program” was issued to the card contractor and is managed and administered on behalf of the 
Department by the Acquisition Support Organization, DFAS Headquarters (DFAS-HQ/ASO). 
The TCPMO works closely with the GSA, the DFASHQ/ASO, DoD Components, and the card 
contractor to manage the day-to-day operations of the DoD Travel Card Program. 
 
Assistant Secretaries of the Military Departments (Financial Management and Comptroller) and 
Defense Agency Comptrollers. The Military Department Assistant Secretaries (Financial 
Management and Comptroller) and Defense Agency Comptrollers, or equivalents, shall ensure 
program management responsibilities are accomplished within their respective Component, and 
shall designate a Program Manager for their DoD Component. The Component Program 
Manager (CPM) shall be designated in writing and identified both to DFAS-HQ/FMT and the 
travel card contractor.  DoD Component Program Managers (CPMs). The CPMs are responsible 
for establishing and managing the DoD Travel Card Program in compliance with this volume. 
Each CPM also is responsible for establishing and maintaining the Component's organization 
structure ("hierarchy") and notifying DFAS-HQ/FMT and the card contractor of any changes in 
organization structure that affect the travel card program. . Agency Program Coordinators 
(APC). The APCs are responsible to their respective DoD Component CPM for program 
execution and management. APCs are responsible for the day-to-day operations of the DoD 
Travel Card Program. Each APC, in conjunction with the card contractor, shall maintain an up-
to-date list of all current cardholders and accounts to include information such as account names, 
account numbers, addresses, and telephone numbers.  Centrally Billed Account (CBA) APCs. 
The CBA APCs are those personnel designated by their activity commander or director as 
responsible for the management of CBAs used for the purchase of transportation services. 
 Unit Travel Cardholders. Holders of unit travel cards are designated by the activity commander 
or director as responsible for management of the CBA unit card.  Travel Cardholders. 
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Cardholders for individually billed accounts (IBA) are personnel to whom travel cards have been 
DoD Financial Management Regulation Volume 9, Chapter 3 
September 2000 
 
issued for use while performing official government travel.  These personnel shall adhere to the 
procedures set forth in this Regulation and applicable DoD Component guidance. Individual 
cardholders are responsible for payment in full of the undisputed amounts due in the monthly 
billing statement from the card contractor. 
 
MANDATORY USE OF THE TRAVEL CARD 
Policy 
 
A. Use by DoD Personnel. All DoD personnel shall be required to use the 
government-sponsored, contractor-issued travel charge card for all expenses arising from official 
government travel, unless otherwise exempted.  Although a traveler may be required to use the 
travel card, failure to use the travel card shall not be a basis for refusing to reimburse the traveler 
for otherwise appropriate charges.  Such failure may, however, subject the traveler to appropriate 
administrative or disciplinary action. 
 
B. Travel Orders. All travel orders shall: 
1. Include the following statement notifying travelers of the 
requirements of the TTRA. “‘The Travel and Transportation Reform Act of 1998’ stipulates that 
the government-sponsored, contractor-issued travel card shall be used by all U.S.  Government 
personnel (civilian and military) to pay for costs incident to official business travel unless 
specifically exempted by authority of the Administrator of General Services or the head of the 
agency.” 
2. Indicate whether the traveler is (or is not) a government travel card cardholder. 
3. If the traveler is a government travel card holder, indicate whether or not the traveler is 
exempt from the mandatory use provision of the TTRA.  (This statement also authorizes 
alternative payment methods.) 
4. Indicate that government travel cardholders shall obtain cash, as authorized, through 
automated teller machines (ATMs), rather than obtaining cash advances from a DoD disbursing 
officer. 
 
Government-Wide and DoD-Wide Exemptions 
 
A. Classes of Personnel Exempted 
1. The GSA has exempted the following classes of personnel from mandatory use of the travel 
charge card: 
a. Employees who have an application pending for the travel charge card 
b. Individuals traveling on invitational travel orders 
c. New appointees. 
2. In addition to the government-wide GSA exemptions, the following classes of personnel are 
exempt from mandatory use of the card throughout the Department: 
a. Members of the Reserve Officer Training Corps and military personnel undergoing initial 
entry or initial skill training prior to reporting to their first permanent duty station 
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b. Military and DoD civilian personnel who are denied travel charge cards or whose travel 
charge cards have been canceled or suspended for financial irresponsibility or for other specific 
reasons 
c. Hospital patients 
d. Prisoners 
e. Such military or DoD civilian personnel as approved by the Head of a DoD Component during 
(1) a period of war, (2) a national emergency declared by the President or the Congress, or (3) 
mobilization, deployment, or contingency operations 
f. Such military or DoD civilian personnel traveling to or in a foreign country where the political, 
financial, or communications infrastructure does not support the use of a travel charge card 
g. Such military or DoD civilian personnel whose use of the travel charge card, due to 
operational, security, or other requirements of a mission, would pose a threat to national security, 
endanger the life or physical safety of themselves or others, or would compromise a law 
enforcement activity 
h. Direct and indirect hire foreign nationals 
i. Individuals employed or appointed on a temporary or intermittent basis upon a determination 
by the individual’s supervisor or other appropriate official that the duration of the employment or 
appointment or other circumstances pertaining to such employment or appointment does not 
justify issuance of a travel charge card to such individual 
j. Such military or DoD civilian personnel as are determined to be infrequent travelers. An 
infrequent traveler is one who travels two or less times per year. 
 
B. Classes of Expenses Exempted 
 
1. The GSA has exempted the following classes of expenses from the mandatory use of the travel 
charge card: 
a. Those incurred at a vendor that does not accept the government-sponsored, contractor-issued 
travel charge card 
b. Laundry/dry cleaning 
c. Parking 
d. Local transportation system fares 
e. Taxi fares 
f. Tips 
g. Meal charges when the use of the card is impractical (e.g., group meals or when the card is not 
accepted at a dining establishment) 
h. Telephone calls (when a government calling card is available for use in accordance with 
agency policy) 
i. Relocation allowances prescribed in chapter 302 of the Federal Travel Regulation, except en 
route travel and house hunting trip expenses. 
2. In addition to the GSA government-wide exemptions, the following classes of expenses are 
exempt from the mandatory use of the travel charge card throughout the Department of Defense: 
a. All expenses covered by the “meals and incidentals” portion of the per diem allowance 
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b. All local and long distance telephone calls 
c. All expenses incurred during a permanent change of station move and all expenses while on a . 
 
Exemptions Made by the Heads of DoD Components 
 
A. Class Exemptions. The Heads of DoD Components may exempt additional types or classes of 
expenses or types or classes of personnel from the mandatory use requirements of the TTRA.  
An exemption covering a type or class of expenses or type or class of personnel shall be 
approved by the USD(C) prior to implementation. 
B. Individual and Specific Expense Exemptions. The Heads of DoD Components may exempt 
any individual person or specific expense (i.e., a specific occurrence of an expense relating to a 
particular traveler or a single episode of travel) from the mandatory use requirements of the 
TTRA.  These exemptions do not require approval by the USD(C). 
C. Notifications of Exemptions.  The Head of a DoD Component (or designee) who grants an 
exemption from the requirements of the TTRA shall, in accordance with statutory requirements 
and regulations promulgated by the Administrator for General Services, prepare and submit the 
following notifications: 
1. Not later than 30 days after granting an exemption for a type or class of individual or a type or 
class of expense covered by subparagraph 030303.A, above, notify the Administrator of General 
Services in writing of the granting of such exemption. 
2. Not later than 30 days after granting an exemption to any individual person or specific 
expense covered by subparagraph 030303.B, above, notify the Administrator of General Services 
in writing of the granting of such an exemption.  Notifications under subparagraphs 30303.C.1 
and 30303.C.2, above, shall state the reason for the exemption and be submitted directly to the 
Administrator of General Services, Attention: MTT, 1800 F Street, NW, Washington, D.C. 
20405.  A copy of each notification shall be provided to the DFAS, Attention: DFAS-HQ/FMT, 
1931 Jefferson Davis Highway, Arlington, Virginia, 22240-5291. 
 
Payment Methods Authorized When Exempted.  
 
When an exemption is granted from the mandatory use of the travel charge card, one or a 
combination of the following may be authorized for payment of travel expenses.  City pair 
contractors, however, are not required to accept payments under subparagraphs 030304.A or B 
below:  
A. Personal funds, including cash or a personal charge card 
B. Travel advances, or 
C. Government Travel Requests. 
 
NON-MANDATORY USE OF THE TRAVEL CARD 
 
Voluntary Card Use. 
An individual granted an exemption from mandatory use of the travel card may continue to use 
the travel card on a voluntary basis. 
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Local Travel  
The travel card can be used for local travel expenses (i.e., 
parking and tolls), but such use is not required under the TTRA. 
0305 PROGRAM STRUCTURE AND GENERAL TRAVEL CARD INFORMATION 
 
General Information 
A. Card Design. In accordance with the GSA master contract, government travel cards may be 
issued in either the regular card design (i.e., the U.S. Capitol dome with an airplane and the 
words: “For Official Government Travel Only”), the quasi-generic card, or generic card.  The 
quasi-generic and generic cards do not have the special art work or statement identifying it as a 
"government" card. When security is an issue, a generic or quasi-generic travel card may be 
issued upon written request from the APC through the CPM to the card contractor. 
B. The Program.  The DoD Travel Card Program consists of three products: individually billed 
accounts (IBA); centrally billed accounts (CBA); and travelers checks. 
C. Internet Based Electronic Travel Card Management System. The GSA master contract 
stipulates that the card contractors will offer an Internet based electronic travel card management 
system.  These systems allow access via personal computers (PCs) in order to process and 
maintain DoD travel card accounts, display transaction and account data, and provide designated 
reporting information.  The DoD Components shall determine whether individual cardholders 
will have system access for their accounts and will notify the TCPMO and contractor of that 
decision.  DoD Component activities shall use the contractor’s Internet-based electronic travel 
card management system to the maximum extent possible.  CPMs shall inform the card 
contractor of any organizations (e.g., major commands, major subordinate commands, bases or 
installations) that lack connectivity to on-line services.  The card contractor shall issue 
electronic program management reports as required. Paper reports are rendered on an exception 
basis and require CPM/TCPMO approval. 
D. Automated Teller Machine (ATM) Access.  Travelers may use the travel card at a specified 
network of ATMs to obtain cash needed to pay for “out-of-pocket” travelrelated expenses.  The 
card contractor will assign a personal identification number (PIN) to each cardholder, together 
with card issuance to permit ATM access.  ATM advances shall not be obtained earlier than 3 
working days before scheduled travel.  The card contractor will charge the cardholder a 
transaction fee for ATM use.  This charge, which appears on the cardholder’s billing statement, 
is a reimbursable expense.  In addition, some banks charge a service fee for ATM access.  That 
fee also is reimbursable.  Government travel advances will not be authorized for personnel who 
are eligible to be issued individual travel cards. 
E. Travelers Checks 
1. Cardholder Placed Order Via the Internet.  If otherwise permitted, travelers checks may be 
ordered by the cardholder in predetermined amounts via the contractor’s Internet based 
electronic travel card management system.  The contractor will charge a user fee for traveler’s 
checks purchases and these charges will appear on the cardholder’s billing statement.  These fees 
are reimbursable expenses provided the cardholder requests reimbursement on the travel 
voucher.  The issuance of travelers checks does not preclude the use of the ATM privilege, but 
does reduce the total amount available to the cardholder during that billing cycle. 
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2. Use in Lieu of Cash Advance.  The issuance of travelers checks by a DoD Component is 
optional. Where used, travelers checks issued by an agency shall be treated as a cash advance.  
The APC, acting as an agent for the Department, shall follow the instructions found in Volume 5, 
Chapter 3, of this Regulation. 
F. Merchant Category Codes (MCCs).  These are codes established by the card network to 
describe merchant type.  The Department blocks some MCCs as a measure to control 
inappropriate card use. Issues concerning MCCs should be addressed to the TCPMO. 
G. Refunds. Based on net charge volume, the GSA contract stipulates that the card contractor 
shall offer refunds to using government agencies.  The formula used to compute these refunds 
varies between individual and central accounts, and includes a factor for the promptness of 
payments.  Refunds are adjusted for amounts written off due to delinquency.  The GSA deducts 
an industrial funding fee from the refunds, with the balance sent by the contractor via electronic 
funds transfer to the applicable DoD Component.  The refunds are computed and distributed 
each quarter. 
Eligibility 
A. DoD Personnel. Unless otherwise exempted, all DoD personnel (military and civilian) who 
travel in the performance of their duties shall obtain and use the DoD travel card. DoD personnel 
shall be issued only one travel card. If a DoD employee also holds Reserve Component 
membership, the travel card will be issued through the organization of his or her civilian 
employment.  DoD civilian employees who also are active members of a Reserve Component are 
required to provide their full-time federal employer a copy of their inactive duty training 
schedule and active duty for training or annual training military orders to support their use of the 
travel card for military duty. 
B. Foreign Nationals. Foreign Nationals who travel on behalf of employing DoD activities are 
authorized to use travel cards, but may not be eligible for the city-pair contract rates. 
C. Nonappropriated Fund Instrumentality (NAFI) Employees. NAFI employees of the 
Department are authorized to use travel cards. 
D. Recruiting Personnel. Military personnel assigned to recruiting duties are authorized to use 
travel cards for official reimbursable expenses in their local area. 
E. DoD Contractors. DoD contractors are not authorized to use government travel cards. 
Individually Billed Accounts (IBA).  An IBA is an account where a travel card is issued to an 
individual employee.  The cardholder receives the billing statement directly from the contractor 
at the address provided on the card application.  It is his or her responsibility to notify the APC 
and the card contractor of changes in contact information such as a new address.  Cardholders 
are responsible for payment in full of the amount stated on the monthly billing statement.  To 
assist the traveler in fulfilling the payment responsibility, the DoD Component shall encourage 
cardholders to use the “split disbursement payment process” for travel reimbursement. (See 
paragraph 080102 of this volume.) IBAs contain a unique numeric prefix which identifies the 
account as an official government travel card.  This prefix identifies the account as eligible for 
government travel rates, including city pair rates, and tax exemption when provided by state law. 
IBAs are issued as specified below: 
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A. Standard Travel Card.  
These are issued to individuals as recommended by the card contractor, or as directed by the 
commander or supervisor.  In no case, however, may a standard travel card be issued to an 
individual who refuses a credit check (see paragraph 030605, below).  The standard credit limit 
on these cards is $5,000 per billing cycle.  The APC (or CPM or TCPMO) has the authority to 
increase the overall credit limit on the card beyond $5,000 to accommodate mission 
requirements. 
1. The ATM limit is $500 per billing cycle. APCs may raise the ATM limit to $4,000 per billing 
cycle and CPMs may raise the ATM limit to $5,000 per billing cycle.  ATM limits over $5,000 
per billing cycle require TCPMO approval.  DoD Components also may implement lower ATM 
limits. 
2. The retail limit (purchases for other than lodging, airfare, car 
rental and meals) is $250 per billing cycle.  APCs may raise the retail limit to $500 per billing 
cycle on a case-by-case basis and CPMs may raise the retail limit to $1,000 per billing cycle on a 
case-by-case basis. 
3. The effect of increases to ATM and retail limits does not automatically change the total credit 
limit on the card. 
 
B. Restricted Travel Card.  
These cards are issued to cardholders when recommended by the card contractor (and the APC 
concurs), requested by the applicant, or directed by the commander or supervisor.  A restricted 
travel card is the only individual card that is issued to individuals who refuse credit checks. (See 
paragraph 030605, below.) Restricted travel cards are the same in appearance as standard cards; 
however, they are inactive at issuance.  The total credit limit on a restricted card is $1,250 per 
billing cycle.  This credit limit includes a $200 ATM limit and a $50 retail limit, with the 
remaining $1,000 available to charge meals, lodging, rental cars and miscellaneous expenses. 
APCs are authorized to raise these limits based on travel requirements.  At the request of the 
cardholder, the APC may activate the restricted card for a specific travel event. Centrally Billed 
Accounts. Cards for CBA accounts are issued to DoD activities that make travel arrangements 
and those activities guarantee payment. CBAs have no spending ceiling and payments are subject 
to the “Prompt Payment Act of 1982,” as amended. Such card contains the unique prefix “4486 
1600” that identifies the account as a CBA for official federal government travel.  This prefix 
identifies the account as eligible for government travel rates, including city pair rates, and tax 
exemption.  The APC shall forward any request to establish a CBA to the cognizant CPM. CBAs 
are issued for the following purposes. 
 
C. Transportation Travel Cards.  
Transportation travel cards are issued to government travel offices for use in purchasing 
transportation, including airline tickets, bus tickets, and rail tickets.  These purchases are made 
through a commercial travel office (CTO).  The CTO acts as an agent for the government travel 
office.  The government travel office receives a monthly invoice from the travel card contractor. 
The CTO is responsible to reconcile the transportation purchases appearing on the invoice and 
forward the invoice to the government transportation office.  The transportation office shall DoD 
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forward certified invoices to the designated disbursing office. 
 
D. Unit Travel Cards. 
DoD Components may use unit travel cards only when it is cost effective and in the best interest 
of the mission.  Categories of travelers whose travel may be charged to unit travel cards include, 
but are not limited to, new recruits and employees who do not yet have travel cards, prisoners, 
and DoD group travelers.  Components should limit the issuance of unit travel cards wherever 
possible and maximize the use of individual travel cards.  Written approval of the cognizant 
CPM is required for issuance of a unit travel card.  Upon receipt of the invoice, each designated 
unit cardholder is responsible for reconciling the travel card charges and promptly providing a 
validated copy of the statement to the unit account coordinator.  The unit account coordinator is 
responsible for reconciling the charges appearing on the summary account monthly statement 
which is a composite (rollup) of all charges from all cards assigned to that organization.  The unit 
account coordinator also is responsible for filing any necessary disputes with the travel card 
contractor.  Once the billing statement is validated, the unit account coordinator shall obtain fund 
certification from the cognizant resource management office before forwarding certified billing 
statements, with any required supporting documentation, to the designated disbursing office. 
Costs exceeding published travel and per diem rates shall be approved using an authorization 
memorandum signed by the authorizing official. 
 
MANAGEMENT CONTROLS 
Training. The TCPMO and the DoD CPMs shall ensure that travel card program training 
materials are distributed throughout the Department.  Training materials include specific 
manuals, videos, and contractor products tailored for the Department.  DoD Components shall 
advise new cardholders on proper use of the card and ensure that APCs and current travel 
cardholders are informed of policy and procedure changes to the travel card program.  Training 
materials may be provided in hard copy and/or electronic media. 
 
Travel Card Applications 
Application forms are available via the card contractor’s Internet based electronic travel card 
management system or from the APC.  Applications contain the following data: applicant’s 
name, social security number (SSN), current address, work and home phone numbers, the 
applicant’s authorization for a contractor performed credit check, the applicant’s signature and 
the supervisor or commander approval.  When an applicant is given an application for a travel 
card, the APC shall give the applicant applicable program information and have the applicant 
sign a “DoD Statement of Understanding for Travel Cardholders.” (See Appendix A.) 
 
Processing Routine Applications 
The APC shall request that the card contractor establish new individually billed accounts upon 
receipt of a properly completed application.  The applicant, the applicant’s supervisor, and the 
APC shall sign the application.  The APC shall complete the billing hierarchy string on the 
application before submitting the application to the card contractor.  The APC shall fax the 
completed application, within 3 days of APC receipt, to the card contractor. 
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Processing Emergency Applications 
Emergency applications are defined as applications for employees who are scheduled to travel 
within 5 working days.  The APC may call the contractor’s government card customer service 
unit (GCSU) to request an emergency travel card.  The APC shall fax the application to the card 
contractor as soon as possible.  The APC shall annotate prominently the application “Emergency 
Application” and verify with the GCSU that the application has been received.  The contractor 
shall process and send emergency cards within 24 hours to the individual cardholder’s stated 
address, the temporary duty location, or as directed by the APC. 
 
Credit Checks 
Credit checks shall be performed on all new card applicants.  The applicant has the option to 
decline the conduct of a credit check. In that case, only a restricted card shall be issued. If the 
applicant agrees to a credit check the fact that a credit check has been performed will appear on 
the credit bureau’s record for the applicant and will be evident to subsequent credit grantors who 
request a credit check.  This process is similar to instances when the applicant personally applies 
for credit.  From the information obtained as a result of the credit check, the card contractor 
either shall issue a standard travel card, or shall recommend to the APC the issuance of a 
restricted card. In no case shall the card contractor provide credit history results to the APC. 
Recommendations from the card contractor are intended to assist the commander or supervisor in 
determining whether a standard or restricted travel card is the best option for the traveler.  The 
commander or supervisor may override the contractor’s suggestion to issue a restricted travel 
card and authorize the APC to approve a standard travel card at any time except where an 
applicant declines a credit check.  
 
Issuance of Cards by Contractor 
 Upon receipt of a properly completed application, the card contractor shall send the travel card 
and cardholder agreement within 3 business days.  The contractor shall mail the card to the 
individual cardholder’s stated address, temporary duty location, or as directed by the APC. The 
card contractor shall send PIN numbers associated with the ATM option separately from the card 
within 3 business days after receipt of the completed application.  The card contractor shall allow 
the cardholder the later option to personalize his or her PIN. 
Misuse 
Commanders or supervisors shall not tolerate misuse of the DoD travel card and cardholders who 
do misuse their DoD travel cards shall be subject to appropriate administrative or disciplinary 
action.  These cards shall be used only for reimbursable expenses associated with official travel. 
The following, while not reimbursable, are considered to be related to official travel.  Therefore, 
the travel card can be used for the following purposes. 
A. Incidental Expenses.  The cardholder, while in a travel status, may use the card for non-
reimbursable incidental travel expenses such as rental movies, personal telephone calls, exercise 
fees, and beverages, when these charges are part of a room billing or meal and are reasonable. 
B. Expenses Incurred During Leave in Conjunction with TDY.  The travel card also may be used 
for personal lodging or car rental charges, incurred in conjunction with otherwise authorized 
official travel expenses, when such charges are an integral part of the billing for the period spent 
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at the temporary duty location while on official travel (i.e., when a traveler spends a weekend or 
is authorized leave at a temporary duty location before or after TDY, and a room or car rental is 
continued into TDY, a weekend, or a period of authorized leave). 
C. Payments.  The traveler shall pay for incidental nonreimbursable personal expenses covered 
by subparagraphs 030607.A and B, above, as part of the normal billing process. 
 
APC RESPONSIBILITIES 
 
Program Management Information 
A. General. As the day-to-day manager of the travel card program, the APC shall maintain all 
pertinent records for cardholders while they are in the APC’s hierarchy.  When the cardholder 
transfers, the gaining APC shall establish needed records.  For individual applicants, these 
records shall include: a copy of the application; a copy of the signed DoD Statement of 
Understanding (see Appendix A); and all other relevant correspondence pertaining to the 
cardholder (e.g., delinquency notification and requests for changes in spending limits). 
Due to the sensitivity of the data contained in these files, such data shall be maintained in a 
secure container or area that assures limited access. 
B. Organization Hierarchy Structure. APCs at all levels are responsible for maintaining their 
organizational hierarchy structure.  This hierarchy is the link that identifies cardholder accounts 
to correct organizations within a parent Component.  The APC is responsible for tracking 
arriving and departing cardholders to ensure validity of the organization hierarchy and the 
contractor reporting information. 
Account Transfers.  
APCs are directed to follow the procedures published in the contractor’s training guides for using 
the electronic system to transfer cardholders. 
 
Termination 
The APC shall terminate a travel card upon a cardholder’s dismissal, retirement, or separation 
from the Department. Also, if applicable, the APC shall terminate the cardholder’s use of the 
card contractor’s Internet-based electronic travel card management system. 
Delinquencies.  
As the day-to-day manager of the travel card program, the APC shall monitor delinquencies and 
take appropriate actions as defined in section 0308, below. 
 
TRAVELER REIMBURSEMENT AND PAYMENT RESPONSIBILITIES 
 
Timely Reimbursement of Travel Expenses 
A. Reimbursement  Within 30 Days. DoD personnel shall be reimbursed for authorized travel 
expenses no later than 30 days after submission of a proper travel claim to the office where the 
claim is to be approved.  Therefore, the approving official to track submission and receipt of 
travel claims shall maintain a satisfactory recordkeeping system.  For example, travel claims 
submitted by mail could be annotated with the date of receipt in the office where the claim is to  
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be approved.  Travel claims submitted electronically to the approving official could be 
considered to have been received on the submission date indicated on the e-mail, or on the next 
business day if submitted after normal working hours.  For fully automated travel applications, 
such as the Defense Travel System, the travel claim shall be considered to be received when the 
traveler releases the claim to the travel system. 
B. Travel Claim Errors 
1. If a travel claim contains an omission or an error, the claimant shall be notified about the error 
by the responsible official.  The notification shall include the reason(s) why the travel claim is 
not proper.  The 30-day period for the government to make payment before application of a late 
payment fee will not commence until a correct travel claim is received.  This procedure will be 
applicable to all travel claims submitted prior to May 1, 2002. 
2. Beginning with travel claims submitted on or after May 1, 2002, if a travel claim contains an 
omission or an error, it should be returned to the traveler within a 7-day period.  The notification 
shall include the reason(s) why the travel claim is not proper. Once a corrected travel claim is 
received, the 30-day period for the government to make payment before application of a late 
payment fee will commence. 
C. Late Payment Fees and Charges.  Where payment of the travel settlement takes longer than 30 
days following receipt by the office where the claim is to be approved, a late payment fee may be 
required.  This fee is payable, using the “Prompt Payment Act” interest rate, beginning on the 31  
day after the submission of a proper travel claim and ending on the date that the payment is 
disbursed by the government.  The only exception to the requirement for this payment is that no 
payments are required for amounts less than $1.00.  In addition, the traveler shall be paid an 
amount equal to any late payment charge that the card contractor would have been able to charge 
had the traveler not paid the bill.  The Internal Revenue Service has determined that the late 
payment fee is reportable as interest and that the payment equal to the late payment charge is to 
be reported as additional wages. 
D. Systems Modifications.  DoD Component travel systems shall be modified as necessary to 
capture the date of submission of a proper travel claim and compute entitlement for late payment 
fees due as a result of untimely settlement. 
E. Claims for Late Payment Fees.  Pending implementation of system changes that will track late 
payments and automatically create and compute the entitlement resulting from such late 
payment, if a traveler believes that late payment fees are due, he or she shall submit a 
supplemental travel claim for late payment fees.  Each such supplemental travel claim shall be 
submitted through the office where the claim is to be approved, where it will be annotated with 
the date that the original travel claim was received.  As DoD travel systems are modified to 
implement the automated late payment fee computation and entitlement requirement, there no 
longer will be a need for separate action by the traveler to file a supplemental travel claim for 
late payment fees. 
 
Responsibilities of Travelers for Payments 
A. Monthly Statements.  Cardholders are responsible for payment in full of the amount stated on 
the monthly billing statement.  To assist the traveler in fulfilling the payment responsibility, 
cardholders are encouraged to use the “split disbursement payment process” for travel  
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reimbursement. (See paragraph 080102 of this volume.) 
 
B. Disputed Charges.  In the event that the billed amount contains charges that are disputed by 
the traveler, the traveler must obtain a dispute form from his or her APC and send that completed 
form to the travel card contractor.  Detailed instructions will be provided by the APC. 
 
Fees Chargeable by the Contractor. 
 
The card contractor may charge a fee when a check submitted in payment of a bill is dishonored. 
In addition, a late fee per billing cycle may be assessed for individually billed accounts that are 
120 days past due.  If an account is referred for collection, the card contractor may charge the 
cardholder up to 25 percent of the account balance plus all costs of collection.  The card 
contractor also may initiate garnishment proceedings through the judicial system against travel 
cardholders for accounts over 120 days delinquent and also may notify credit bureaus of these 
delinquencies. 
 
DELINQUENCY MANAGEMENT 
The GSA master contract specifies time frames when the contractor must notify the APC of 
impending suspension or cancellation of delinquent cardholder accounts. 
A. Mission-critical Travel.  When mission related circumstances preclude the filing of interim 
vouchers, the APC is authorized to notify the card contractor to so advise and ensure that 
cardholders will not be identified as delinquent.  Mission-critical travel is defined as travel 
performed by DoD personnel under competent orders and performing duties that, through no 
fault of their own, may prohibit the prompt payment of their outstanding travel charge card bills. 
This category is determined by the organizational APC or CPM.  While in this category, 
individual travel charge cards shall not be suspended or cancelled.  Should there be outstanding 
bills, they shall be settled within 45 days of removal from this status. 
B. Long-term Travel.  While in a long-term travel status, the standard is that the traveler shall file 
interim vouchers every 30 days, with split disbursement as the preferred means of settlement. 
Organizations should assist travelers by providing blank vouchers prior to departure and upon 
arrival at the temporary duty location. 
C. Pre-suspension Notification for Accounts 55 Days Past Due. At 55 days past due, the 
contractor shall issue a pre-suspension notification to the APC.  The APC shall notify the 
cardholder and the cardholder’s supervisor, by e-mail where possible, that the account will be 
suspended in 5 days if the contractor does not receive full payment of all undisputed amounts. 
The APC shall request that the supervisor notify the APC, within 5 days, of any reason that the 
account should not be suspended (e.g., mission-critical travel or long-term temporary duty).  If 
the APC is given sufficient information by the cardholder’s supervisor to justify keeping the 
account active, the APC immediately shall advise the GCSU that the account should remain 
active.  The APC should keep a record of the supervisor’s notification and related 
correspondence. (Sample notification letters are at Appendix A.) 
D. Suspension of Accounts 90 Days Past Due.  At 90 days past due, the APC shall notify the 
cardholder’s supervisor and the next command level, via e-mail when possible, that the  
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cardholder’s account has been suspended for nonpayment. Charge card privileges, which include 
ATM access and all charge capability, shall be blocked for this cardholder until payment 
in full has been received by the contractor.  If no action is taken toward this debt, the account 
shall be cancelled.  The APC should keep a record of each notification. (Sample notification 
letters are at Appendix A.) 
E. Cancellation of Accounts 120 Days Past Due. At 120 days past due, the 
card contractor shall issue a cancellation notice to the APC.  The APC shall notify the 
cardholder, and the cardholder's chain of command, by e-mail if possible, that the cardholder’s 
account shall be cancelled at 126 days past due if the contractor does not receive full payment of 
the undisputed amounts.  The APC shall keep a record of each notification. If no action is taken 
toward this debt, collection action shall be taken by the travel card contractor beginning on the 
126th day past due. Once an account is cancelled, reinstatement may be made only when: (1) the 
account is paid in full and (2) the commander or director sends written correspondence to the 
card contractor requesting reinstatement.  The contractor reserves the right to deny the 
reinstatement request. (Sample notification letters at Appendix A.) 
F. Cancellation of Accounts Suspended Two Times.  Cancellation of an account also shall occur 
if the account has been suspended 2 times during a 12-month period for nonpayment of 
undisputed principal amounts and again becomes past due. Accounts that have been suspended 
twice during a 12-month period shall be considered, for cancellation purposes, past due for the 
third time at 45 days from the closing date on the statement of account in which the charge 
appeared. 
 
REPORTS PROVIDED BY CARD CONTRACTOR 
 
General.  
Reports are considered the primary program tools and shall be available via the contractor’s 
Internet-based electronic travel card management system.  Due to the sensitive nature of all 
travel card reports, information contained therein shall be safeguarded.  Mandatory reports are 
outlined in paragraphs 030902 and 030903, below. 
Reports Provided by Card Contractor for Each CPM 
A. Agency Summary Report.  This report is a summary report, by Component, for all travel-
related expenses, transportation charges, ATM usage, and travelers checks transactions.  This 
report segregates all charges and credits for each individually or centrally billed accounts. 
B. Statistical Summary Report.  This report lists, by Component, on a current and fiscal year 
basis, the dollar volume, ATM volume, travelers check volume, number of transactions, active 
cardholders, total accounts, new accounts, miscellaneous fees and identification of fees. 
C. Aging Analysis.  This report identifies summary-level delinquency information by 
Component hierarchy. 
Reports Provided by Card Contractor for Each APC 
A. Cardholder Account Listing. This report identifies cardholder names, addresses, telephone 
numbers, SSNs, and account numbers assigned under the APC organization. 
B. Account Activity Report.  This report identifies travel cardholder activity and ATM usage 
during the recent billing cycle. 
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C. Delinquency Report.  This report identifies delinquent cardholders and ages delinquencies by 
time frame (i.e., 30, 60, 90, 120, or more days). 
 
D. Presuspension/Precancellation Report.  This report lists accounts eligible for suspension or 
cancellation and identifies account names, account numbers, status, balances past due, and the 
number of days that each account is past due. 
E. Suspension/Cancellation Report.  This report lists accounts that have been suspended or 
canceled and identifies account names, account numbers, status (suspended or canceled), date of 
status, balances past due, and the number of days that each account is past due.  
F. Renewal Report.  This report identifies those cardholders whose cards are coming due for 
renewal.  APCs shall review the information on this report monthly and take appropriate action. 
 
EFFECTIVE DATE AND IMPLEMENTATION 
The policies addressed in this chapter are effective immediately. Policies addressed in section 
0303, however, will apply only to travel beginning after April 30, 2000, and any labor relations 
obligation under Title 5, United States Code, chapter 71 shall be fulfilled prior to implementation 
of the policy with respect to employees represented by unions 
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	bullet - • Considering the risk assessment in the operations estimate.
	bullet - • Including risks and recommending ways to reduce their impact in the staff estimate.
	bullet - • Implementing risk controls by coordinating and integrating them into the appropriate p...
	bullet - • Establishing procedures and standards that are clear and practical.
	bullet - • Determining the effectiveness of hazard/risk controls and continuously assessing their...
	bullet - • Supervising, evaluating, and assessing the integration of risk management during an op...
	bullet - • Continuously identifying hazards, assessing initial and residual risks for each hazard...
	bullet - • Identifying and assessing hazards associated with complacency, especially during exten...
	Body - At the operational level, staffs focus on hazards and their risks across the spectrum of p...
	2nd sub - INDIVIDUALS

	Body - The level of expertise and maturity of the individual influence his proficiency in managin...
	Body - Some soldiers and individuals ignore existing standards and improvise their own. Due to in...
	bullet - • Overestimating their ability to respond to or recover from a hazardous incident—they b...
	bullet - • Underestimating the level of risk posed by a hazard.
	Body - It is imperative that individuals understand and execute controls implemented by leaders a...
	Body - Individuals must maintain situational awareness and self- discipline when they perform the...
	bullet - • Understand and apply risk management.
	bullet - • Execute controls directed by their leaders, that is, perform to standards.
	bullet - • Carry risk management over into training and activities—both on and off duty.
	bullet - • Look out for others—anyone has authority to halt something that is inherently unsafe.
	1st subhead - INTEGRATION INTO TRAINING AND OPERATIONS

	sec quote - ARFOR commanders/leaders must continuously employ risk management approaches to effec...
	sec quote byline - FM 100-7, Decisive Force: The Army in Theater Operations, May 1995
	Body - Integrating risk management into training and operations—
	bullet - • Preserves the lives and well-being of everyone.
	bullet - • Conserves equipment, facilities, environmental resources, and combat power.
	Body - Risk management must not be treated as an afterthought. It must be planned for up front. L...
	Body - When integrating risk management into sustained operations, leaders must consider increase...
	bullet - • The complexity of mission development and associated changing interrelationships with ...
	bullet - • The inclusion of civilian contractors, for example, LOGCAP, as part of the force.
	bullet - • The presence of the media, NGOs, and PVOs.
	Body - These diverse elements need to be integrated into the risk management process.
	Body - Two key considerations relevant to managing risk in complex operational environments include—
	bullet - • Understanding the culture of the indigenous population or society and its way of doing...
	bullet - • The dynamics of managing risk and the way the leader and his subordinates manage risk....
	Sub Bullet - — Having the right combination of well-trained, disciplined, well-armed, and well-eq...
	Sub Bullet - — Issuing clear guidance to minimize risk.
	Sub Bullet - — Determining and implementing risk controls for carrying out the mission.
	Sub Bullet - — Maintaining situational awareness, especially of vulnerabilities.
	Sub Bullet - — Avoiding unnecessary accident risk.
	Body - Risk management works best when incorporated into existing command training and operationa...
	bullet - • Development of policy, goals, objectives, and priorities in the commander’s quarterly ...
	bullet - • The commander’s training assessment, by identifying hazards and risk controls.
	bullet - • Systematic observation and assessment of the unit’s risk management performance and fe...
	Body - Leaders and soldiers must have the skills, knowledge, and attitude to effectively manage r...
	Body - Doctrine developers must integrate risk management into planning for all Army processes, e...
	1st subhead - ASSESSMENT OF THE RISK MANAGEMENT PROCESS

	Body - To assess the risk management process is to determine a unit’s current level of proficienc...
	Body - How well risk is managed affects readiness. Leaders need to know the current status and ef...
	bullet - • Effectively risk management is embedded into planning and preparing for operations.
	bullet - • Well risk management is understood by subordinate leaders and soldiers.
	bullet - • Effectively risk management is used to execute operations.
	Body - Leaders assess the effectiveness of their units by reviewing how well hazards are identifi...
	bullet - • Specified in oral and written OPORDs, OPLANs, and SOPs.
	bullet - • Communicated to lowest level of chain of command.
	bullet - • Included in short-, near-, and long-term training plans.
	bullet - • Implemented into training and activities on and off duty.
	bullet - • Embedded into protect-the-force programs such as safety and health and antiterrorism.
	bullet - • Part of after-action reviews and fed into lessons learned.
	Body - Risk management cannot be seen as a competitive program whereby a unit or leader is judged...
	sec quote - Take calculated risks. That is quite different from being rash.
	sec quote byline - General George S. Patton, Jr.
	Body - 
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	intro text - The examples in this appendix are designed to help those charged with managing risk.
	1st subhead - Tracking Tool

	Body - The work sheet instructions are in Figure A-1.
	Body - The work sheet (Figure A-2) provides a starting point to logically track the process of ha...
	Body - Examples provided in Figures A-3 through A-6 should help individuals manage risk at the ta...
	Caption - Figure A-4. Example of Completed Risk Management Work Sheet for Company/Team
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force (c...
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force (c...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	1st subhead - MISSION TRAINING PLAN

	Body - Figure A-7 shows risk management integrated into an MTP task. The example portrays a possi...
	fig a-7 body - TASK: C2 THE BATTALION (7-1-1901)(FM 7-20)
	fig a-7 body - ITERATION: 1 2 3 4 5 (circle)
	fig a-7 body - TRAINING STATUS: T P U (circle)
	fig a-7 body - CONDITION: The brigade issues an OPORD or FRAGO
	MTP Body - TASK STANDARD:
	fig a-7 sub body text - a. The battalion plan accomplishes the directed mission and specified tas...
	fig a-7 sub body text - b. The plan is as fully prepared as time allows to initiate the mission a...
	fig a-7 sub body text - c. The battalion controls and synchronizes subordinate and supporting ele...
	fig a-7 sub body text - d. The battalion keeps higher, adjacent, subordinate, supporting, and sup...
	mtp header - SUBTASKS AND STANDARDS: GO NO-GO
	MTP Boxed text - +1. Battalion leaders issue the warning order.
	fig a-7 sub body text - a. A complete warning order is issued within 15 minutes of receipt of the...
	fig a-7 sub body text - b. Warning order is received by all platoons within 45 minutes of issuanc...
	MTP Boxed text - *2. Battalion commander analyzes mission and gives initial guidance.
	fig a-7 sub body text - a. Guidance includes restated mission, which includes brigade commander’s...
	fig a-7 sub body text - b. Guidance is given within 30 minutes of receipt of order.
	fig a-7 sub body text - c. Guidance includes instructions on information requirements and initial...
	MTP Boxed text - +3. Battalion accomplishes reconnaissance and other actions to gather needed inf...
	fig a-7 sub body text - a. Reconnaissance actions begin to physically gain information on the ene...
	fig a-7 sub body text - b. Commander conducts a personal reconnaissance, when possible. If not, t...
	fig a-7 sub body text - c. Subordinate leaders perform a personal reconnaissance when possible. S...
	fig a-7 sub body text - d. Staff coordinates with subordinate, higher, supporting, and adjacent h...
	fig a-7 sub body text - e. Staff provides operations, intelligence, and CSS estimates to include ...
	MTP Boxed text - +4. Battalion commander develops and wargames courses of action and selects one.
	fig a-7 sub body text - a. Tactically feasible courses of action (include CS and maneuver) are ma...
	fig a-7 sub body text - b. Best COA is selected.
	fig a-7 sub body text - c. COA is wargamed and refined by the command and staff. The staff must u...
	MTP Boxed text - *5. Staff develops an OPLAN and OPORD from the commander’s guidance.
	MTP - OPLAN and OPORD successfully accomplish the mission according to higher commander’s intent....
	MTP Boxed text - *6. Battalion commander and staff issue implementing FRAGOs (accident risk contr...
	MTP Boxed text - *7. Battalion commander issues the OPORD/FRAGO.
	fig a-7 sub body text - a. OPORD/FRAGO is issued IAW the one-third, two-thirds rule and makes ful...
	fig a-7 sub body text - b. OPORD/FRAGO accomplishes all directed missions and tasks, complies wit...
	fig a-7 sub body text - c. All subordinate and supporting elements receive the OPORD/FRAGO.
	fig a-7 sub body text - d. OPORD/FRAGO contains task organization, mission, concept, accident ris...
	fig a-7 sub body text - e. If more time is available, the battalion commander issues a fully deve...
	fig a-7 sub body text - f. Order is given at a location that reduces travel time, allows observat...
	fig a-7 sub body text - g. Battalion commander should perform brief-backs and war gaming, to incl...
	fig a-7 sub body text - h. Subordinate leaders and staff should perform lateral coordination befo...
	MTP Boxed text - +8. Commander and staff coordinate and refine the plan.
	fig a-7 sub body text - a. Time is well used to continue gathering information and to improve the...
	fig a-7 sub body text - b. New information is disseminated and coordinated with higher, adjacent,...
	MTP Bullet - • Changes or refinements in plan.
	MTP Bullet - • Information on the enemy in the sector or zone.
	MTP Bullet - • Information that impacts on planning and execution (risk acceptance decisions/haza...
	MTP Bullet - • Adjustments/changes in the plans.
	MTP Boxed text - +*9. Battalion executes changes in task organization.
	fig a-7 sub body text - a. Main CP coordinates link-up location, time, and responsible element.
	fig a-7 sub body text - b. Attachments/new elements are received at the coordinated location and ...
	fig a-7 sub body text - c. Detachments reach the link-up point at the time and place directed.
	MTP Boxed text - +*10. Battalion performs and commander and staff perform, supervise, and monitor...
	fig a-7 sub body text - a. Command group/XO performs brief-backs with subordinate commanders, lea...
	fig a-7 sub body text - b. Main CP maintains status of preparations.
	fig a-7 sub body text - c. Elements make full use of time to prepare for the operation. Subjectiv...
	MTP Boxed text - +*11. Battalion sees the battlefield.
	fig a-7 sub body text - a. Command group is positioned to see and move.
	fig a-7 sub body text - b. Companies and other subordinates accurately report critical informatio...
	fig a-7 sub body text - c. Main CP collects, analyzes, and passes processed critical information.
	fig a-7 sub body text - d. Subordinates execute intelligence collection plan. See subordinate ele...
	MTP Boxed text - +*12. Battalion leaders command and control the execution.
	fig a-7 sub body text - a. Subordinate elements report enemy and friendly actions, change in stat...
	fig a-7 sub body text - b. Battalion leaders win the battle by directing the maneuver of units, c...
	MTP Para (1) - (1) Elements not following OPLAN and OPORD are corrected.
	MTP Para (1) - (2) Responses to new METT-T hazards are directed soon after the new situation occurs.
	MTP Para (1) - (3) No friendly casualties inflicted by friendly direct or indirect fires or other...
	MTP Para (1) - (4) Number/percentage of direct fire weapons engaging the enemy.
	MTP Para (1) - (5) Number/percentage of indirect fire rounds fired and percentage hitting/suppres...
	MTP Para (1) - (6) Number of enemy casualties.
	MTP Para (1) - (7) Number of friendly casualties.
	fig a-7 sub body text - c. The C2 and CSS assets are controlled to support maneuver effort. Indic...
	MTP Para (1) - (1) Effective CSS and C2.
	MTP Para (1) - (2) C2 or CSS elements not destroyed by enemy direct fires.
	fig a-7 sub body text - d. FRAGOs are clear, concise, include risk management, and are quickly ex...
	fig a-7 sub body text - e. Changes that affect the battle are disseminated within five minutes.
	MTP Boxed text - +13. Subordinate commanders, leaders, and staff laterally coordinate actions dur...
	MTP - All battle actions requiring coordination between elements are coordinated.
	MTP Boxed text - +*14. Battalion coordinates with adjacent and supporting headquarters.
	MTP - All battle actions requiring coordination with other headquarters are laterally and promptl...
	MTP Boxed text - +*15. Battalion reports.
	MTP - Battalion CPs submit all critical and required reports to brigade. They report events to ad...
	Caption - Figure A-7. Integration of Risk Management into MTP Task
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-1. Risk Management Work Sheet Instructions
	Caption - Figure A-2. Sample Risk Management Work Sheet
	Caption - Figure A-3. Example of Completed Risk Management Work Sheet for Squad/Platoon
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	bullet - • Accurately determine the enemy’s probable COAs.
	bullet - • Plan and coordinate active ground and aerial reconnaissance activities.
	bullet - • Disseminate intelligence about the enemy to lower levels.
	bullet - • Identifying terrorist threats and capabilities.
	Body - Intelligence plays a critical part in identifying hazards associated with tactical risk. I...
	bullet - • Identifying the opportunities and constraints the battlefield environment offers to th...
	bullet - • Thoroughly portraying threat capabilities and vulnerabilities.
	bullet - • Collecting information on populations, governments, and infrastructures.
	Body - FMs�34�130 and 34�60, respectively, provide detailed information on IPB and on counterinte...
	3rd sub - Terrain and Weather

	Body - In addition to those due to the enemy or adversaries, the most obvious hazards to military...
	bullet - • How long the unit has operated in the environment and climate.
	bullet - • Whether the terrain has been crossed before.
	4th sub - Terrain.

	Body - The five main military aspects of terrain—observation and fields of fire, cover and concea...
	bullet - • Observation and fields of fire. Hazards associated with this usually involve when the ...
	bullet - • Cover and concealment. Hazards associated with cover and concealment are created by th...
	bullet - • Obstacles. Hazards associated with obstacles may be accident or tactical. They may be ...
	bullet - • Key terrain and decisive terrain. Hazards are a marked advantage terrain provides to t...
	bullet - • Avenues of approach. Hazards associated with avenues of approach can affect both tacti...
	4th sub - Weather.

	Body - Weather works hand-in-hand with terrain to create hazards. To identify weather hazards, le...
	bullet - • Adverse effects of heat and cold hazards on the performance of soldiers.
	bullet - • Effects of climate and weather on maintenance of vehicles and equipment before beginni...
	bullet - • Hazardous effects of weather on the five military aspects of terrain.
	3rd sub - Troops

	Body - Leaders analyze the capabilities of available friendly troops. Associated hazards impact b...
	bullet - • Hazards to the physical and emotional health of soldiers. Inadequate sanitation facili...
	bullet - • Hazards to task organization or units participating in an operation. Hazards include h...
	bullet - • Hazards associated with long-term missions. Long-term missions include nation building...
	3rd sub - Time Available

	Body - The hazard is insufficient time to plan, prepare, and execute operations. Planning time is...
	3rd sub - Civilians

	Body - The commander’s legal responsibility is to consider hazards to, and safeguarding of, civil...
	bullet - • In a wartime environment. The commander must consider the hazard of collateral damage ...
	bullet - • In a peacetime environment. The commander must consider the political attitudes and pr...
	Body - Adversaries are hostile elements other than the enemy that may be encountered during any o...
	2nd sub - STEP 2. ASSESS HAZARDS

	Body - Step 2 completes the risk assessment. Risk is the chance of hazard or bad consequences. Th...
	Body - The incident must be credible in that it must have a reasonable expectation of happening. ...
	3rd sub - Substep A

	Body - Leaders and staffs assess each hazard in relation to the probability of a hazardous incide...
	Body - 
	fig 2-2 head - FREQUENT (A) Occurs very often, continuously experienced

	fig 2-2 body - Single item
	fig 2-2 body - Occurs very often in service life. Expected to occur several times over duration o...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs continuously during a specific mission or operation, or over a service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs very often in career. Expected to occur several times during mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs continuously during a specific mission or operation.
	fig 2-2 head - LIKELY (B) Occurs several times

	fig 2-2 body - Single item
	fig 2-2 body - Occurs several times in service life. Expected to occur during a specific mission ...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs at a high rate, but experienced intermittently (regular intervals, generall...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs several times in career. Expected to occur during a specific mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs at a high rate, but experienced intermittently.
	fig 2-2 head - OCCASIONAL (C) Occurs sporadically

	fig 2-2 body - Single item
	fig 2-2 body - Occurs some time in service life. May occur about as often as not during a specifi...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs several times in service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs some time in career. May occur during a specific mission or operation, but ...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs sporadically (irregularly, sparsely, or sometimes).
	Body - 
	Body - 
	fig 2-2 head - SELDOM (D) Remotely possible; could occur at some time

	fig 2-2 body - Single item
	fig 2-2 body - Occurs in service life, but only remotely possible. Not expected to occur during a...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs as isolated incidents. Possible to occur some time in service life, but rar...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs as isolated incident during a career. Remotely possible, but not expected t...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs rarely within exposed population as isolated incidents.
	fig 2-2 head - UNLIKELY (E) Can assume will not occur, but not impossible

	fig 2-2 body - Single item
	fig 2-2 body - Occurrence not impossible, but can assume will almost never occur in service life....
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs very rarely (almost never or improbable). Incidents may occur over service ...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurrence not impossible, but may assume will not occur in career or during a spe...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs very rarely, but not impossible.
	Caption - Figure 2-2. Hazard Probability (continued)
	3rd sub - Substep B


	Body - Substep B addresses the severity of each hazard. It is expressed in terms of—
	bullet - • Degree of injury or illness.
	bullet - • Loss of or damage to equipment or property.
	bullet - • Environmental damage.
	bullet - • Other mission-impairing factors such as lost combat power.
	Body - The degree of severity estimated for each hazard may be based on knowledge of the results ...
	fig 2-3heading - CATASTROPHIC (I) Loss of ability to accomplish the mission or mission failure. D...
	fig 2-3heading - CRITICAL (II) Significantly (severely) degraded mission capability or unit readi...
	fig 2-3heading - MARGINAL (III) Degraded mission capability or unit readiness. Minor damage to eq...
	fig 2-3heading - NEGLIGIBLE (IV) Little or no adverse impact on mission capability. First aid or ...
	Caption - Figure 2-3. Hazard Severity
	3rd sub - Substep C


	Body - In this substep leaders and staffs expand what they understand about probable hazardous in...
	Body - Figure 2-4 is a standardized matrix that can be used to assist in this process. Leaders an...
	Body - Figure�2-5 provides a summary of the levels of risk. It also provides examples of hazardou...
	new fig 2-5 - E - Extremely High: Loss of ability to accomplish the mission if hazards occur duri...
	new fig 2-5 - Example: A commander finds that one of his implied tasks to attack an objective inv...
	new fig 2-5 - H - High: Significant degradation of mission capabilities in terms of the required ...
	new fig 2-5 - Example: During a preplanned ambush, the leader discovers that the force he intends...
	new fig 2-5 - M - Moderate: Expected degraded mission capabilities in terms of the required missi...
	new fig 2-5 - Example: A commander in a defensive position receives a warning order to be prepare...
	new fig 2-5 - L - Low: Expected losses have little or no impact on accomplishing the mission. The...
	new fig 2-5 - Example: A mechanized task force (TF) conducting a movement to contact in a desert ...
	Caption - Figure 2-5. Levels of Risk (continued)
	2nd sub - STEP 3. DEVELOP CONTROLS AND MAKE RISK DECISIONS


	sec quote - Risk management is the recognition that decision making occurs under conditions of un...
	sec quote byline - FM 100-7, Decisive Force:
	sec quote byline - The Army in Theater Operations, May 1995
	Body - Step 3 is accomplished in two substeps: develop controls and make risk decisions. This is ...
	3rd sub - Substep A - Develop Controls

	Body - After assessing each hazard, leaders develop one or more controls that either eliminate th...
	4th sub - Types of Controls

	Body - Controls can take many forms, but fall into three basic categories—educational controls, p...
	bullet - • Educational controls. These controls are based on the knowledge and skills of the unit...
	bullet - • Physical controls. These controls may take the form of barriers and guards or signs to...
	bullet - • Avoidance. These controls are applied when leaders take positive action to prevent con...
	4th sub - Criteria for Controls.

	Body - To be effective, each control developed must meet the following criteria:
	bullet - • Suitability. It must remove the hazard or mitigate (reduce) the residual risk to an ac...
	bullet - • Feasibility. The unit must have the capability to implement the control.
	bullet - • Acceptability. The benefit gained by implementing the control must justify the cost in...
	fig 2-6 - Support Availability of adequate personnel, equipment, supplies, and facilities necessa...
	fig 2-6 - Standards Guidance and procedures for implementing a control are clear, practical, and ...
	fig 2-6 - Training Knowledge and skills are adequate to implement a control.
	fig 2-6 - Leadership Leaders are competent to implement a control.
	fig 2-6 - Individual Individual soldiers are sufficiently self-disciplined to implement a control.
	Caption - Figure 2-6. Criteria for Determining Acceptability of Controls
	4th sub - Examples of Controls.


	Body - Examples of controls include—
	bullet - • Engineering or designing to eliminate or control hazards.
	bullet - • Selecting a COA that avoids identified hazards.
	bullet - • Limiting the number of people and the amount of time they are exposed to hazards, cons...
	bullet - • Selecting personnel with appropriate mental, emotional, and physical capabilities.
	bullet - • Providing protective clothing, equipment, and safety and security devices.
	bullet - • Providing such services as adequate sanitation facilities and water purification capab...
	bullet - • Providing warning signs and signals.
	bullet - • Scheduling vehicle and aircraft silhouette drills.
	bullet - • Planning training, including rehearsals, rock drills, battle drills, and so forth.
	bullet - • Programming communications links for key civilian organizations.
	bullet - • Establishing battlefield controls such as areas of operations and boundaries, direct f...
	bullet - • Developing terrorist attack warning systems and response plans.
	Body - The key is to specify who, what, where, when, and how each control is to be used. For exam...
	bullet - • Planning and scheduling intensive threat and friendly vehicle identification refresher...
	bullet - • Programming installation of crashworthy passenger seats in the UH�60 Blackhawk, when m...
	bullet - • Requiring soldiers to wear flak vests and helmets during movement to contact, or when ...
	bullet - • Establishing strong continuity documents and planning overlap tours for key leaders fa...
	4th sub - Residual Risk.

	Body - Once the responsible leader develops and accepts controls, he determines the residual risk...
	bullet - • Residual risk is the risk remaining after controls have been selected for the hazard. ...
	bullet - • Overall residual risk of a mission must be determined when more than one hazard is ide...
	3rd sub - Substep B - Make Risk Decision

	Body - A key element of the risk decision is determining if the risk is justified. The commander ...
	Body - Leaders can use the risk assessment matrix in Figure�2�4—in conjunction with their command...
	2nd sub - STEP 4. IMPLEMENT CONTROLS

	Body - Leaders and staffs ensure that controls are integrated into SOPs, written and verbal order...
	bullet - • Appropriate superior, adjacent, and subordinate units and those executing the mission.
	bullet - • Logistics Civil Augmentation Program (LOGCAP) organizations and civilian agencies that...
	Body - The media, NGOs, and PVOs must be included in coordination when their presence impacts or ...
	Body - Leaders must explain how supervisors will implement controls. Examples of control implemen...
	bullet - • Conducting vehicle and aircraft silhouette drills.
	bullet - • Conducting rehearsals, rock drills, battle drills, and so forth.
	bullet - • Conducting intensive threat and friendly vehicle identification refresher training for...
	bullet - • Conducting orientation for replacement personnel.
	bullet - • Installing and maintaining communications links for key civilian organizations.
	bullet - • Operating in convoys of four vehicles minimum.
	bullet - • Carrying weapons and wearing flak jackets and helmets when outside secure compounds.
	2nd sub - STEP 5. SUPERVISE AND EVALUATE

	sec quote - Leaders must supervise the execution of their orders. The more untrained the troops, ...
	sec quote byline - Infantry in Battle, 1939
	Body - During mission preparation and execution, leaders must ensure that their subordinates unde...
	3rd sub - Supervise

	Body - Leaders supervise mission rehearsal and execution to ensure standards and controls are enf...
	Body - During sustained operations, leaders continue planning to ensure that controls emplaced at...
	bullet - • Climatic extremes.
	bullet - • NBC and hazardous waste contamination.
	bullet - • Diseases native to a particular area of operation or indigenous population.
	bullet - • Terrorist threats.
	3rd sub - Evaluate

	Body - After a mission, leaders and individuals evaluate how well the risk management process was...
	bullet - • Determine how to ensure that successes are continued to the next mission.
	bullet - • Capture and disseminate lessons learned so that others may benefit from the experience.
	bullet - • Consider the effectiveness of the risk assessment in identifying and accurately assess...
	bullet - • Determine whether the level of residual risk of each hazard and of the overall mission...
	bullet - • Evaluate the effectiveness of each control in reducing or removing risk, including whe...
	Body - Leaders and individuals determine why some controls were ineffective and what should be do...
	Body - Figure 2-7 shows that the risk management process continues throughout a mission as well a...
	1st subhead - TOOLS AND PITFALLS

	Body - The appendix�provides examples of risk management tools to help leaders assess identified ...
	Body - Units train to a standard. They operate and train regardless of the degree of real or perc...
	Body - Figure�A�7 provides an example of risk management considerations integrated into a mission...
	Body - Pitfalls arise when risk management tools are used without adaptation to the factors of ME...
	Body - Completing the risk assessment alone, but failing to identify effective controls, usually ...
	Caption - Figure 2-5. Levels of Risk
	Caption - Figure 2-7. Continuous Application of Risk Management
	Caption - Figure 2-1. Risk Management Steps Correlated with Military Decision-Making Tasks
	Caption - Figure 2-2. Hazard Probability
	Caption - Figure 2-4. Risk Assessment Matrix
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	chapter no. - Appendix
	chapter title - Examples of Risk Management Application

	intro text - The examples in this appendix are designed to help those charged with managing risk.
	1st subhead - Tracking Tool

	Body - The work sheet instructions are in Figure A-1.
	Body - The work sheet (Figure A-2) provides a starting point to logically track the process of ha...
	Body - Examples provided in Figures A-3 through A-6 should help individuals manage risk at the ta...
	Caption - Figure A-4. Example of Completed Risk Management Work Sheet for Company/Team
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force (c...
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force (c...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	1st subhead - MISSION TRAINING PLAN

	Body - Figure A-7 shows risk management integrated into an MTP task. The example portrays a possi...
	fig a-7 body - TASK: C2 THE BATTALION (7-1-1901)(FM 7-20)
	fig a-7 body - ITERATION: 1 2 3 4 5 (circle)
	fig a-7 body - TRAINING STATUS: T P U (circle)
	fig a-7 body - CONDITION: The brigade issues an OPORD or FRAGO
	MTP Body - TASK STANDARD:
	fig a-7 sub body text - a. The battalion plan accomplishes the directed mission and specified tas...
	fig a-7 sub body text - b. The plan is as fully prepared as time allows to initiate the mission a...
	fig a-7 sub body text - c. The battalion controls and synchronizes subordinate and supporting ele...
	fig a-7 sub body text - d. The battalion keeps higher, adjacent, subordinate, supporting, and sup...
	mtp header - SUBTASKS AND STANDARDS: GO NO-GO
	MTP Boxed text - +1. Battalion leaders issue the warning order.
	fig a-7 sub body text - a. A complete warning order is issued within 15 minutes of receipt of the...
	fig a-7 sub body text - b. Warning order is received by all platoons within 45 minutes of issuanc...
	MTP Boxed text - *2. Battalion commander analyzes mission and gives initial guidance.
	fig a-7 sub body text - a. Guidance includes restated mission, which includes brigade commander’s...
	fig a-7 sub body text - b. Guidance is given within 30 minutes of receipt of order.
	fig a-7 sub body text - c. Guidance includes instructions on information requirements and initial...
	MTP Boxed text - +3. Battalion accomplishes reconnaissance and other actions to gather needed inf...
	fig a-7 sub body text - a. Reconnaissance actions begin to physically gain information on the ene...
	fig a-7 sub body text - b. Commander conducts a personal reconnaissance, when possible. If not, t...
	fig a-7 sub body text - c. Subordinate leaders perform a personal reconnaissance when possible. S...
	fig a-7 sub body text - d. Staff coordinates with subordinate, higher, supporting, and adjacent h...
	fig a-7 sub body text - e. Staff provides operations, intelligence, and CSS estimates to include ...
	MTP Boxed text - +4. Battalion commander develops and wargames courses of action and selects one.
	fig a-7 sub body text - a. Tactically feasible courses of action (include CS and maneuver) are ma...
	fig a-7 sub body text - b. Best COA is selected.
	fig a-7 sub body text - c. COA is wargamed and refined by the command and staff. The staff must u...
	MTP Boxed text - *5. Staff develops an OPLAN and OPORD from the commander’s guidance.
	MTP - OPLAN and OPORD successfully accomplish the mission according to higher commander’s intent....
	MTP Boxed text - *6. Battalion commander and staff issue implementing FRAGOs (accident risk contr...
	MTP Boxed text - *7. Battalion commander issues the OPORD/FRAGO.
	fig a-7 sub body text - a. OPORD/FRAGO is issued IAW the one-third, two-thirds rule and makes ful...
	fig a-7 sub body text - b. OPORD/FRAGO accomplishes all directed missions and tasks, complies wit...
	fig a-7 sub body text - c. All subordinate and supporting elements receive the OPORD/FRAGO.
	fig a-7 sub body text - d. OPORD/FRAGO contains task organization, mission, concept, accident ris...
	fig a-7 sub body text - e. If more time is available, the battalion commander issues a fully deve...
	fig a-7 sub body text - f. Order is given at a location that reduces travel time, allows observat...
	fig a-7 sub body text - g. Battalion commander should perform brief-backs and war gaming, to incl...
	fig a-7 sub body text - h. Subordinate leaders and staff should perform lateral coordination befo...
	MTP Boxed text - +8. Commander and staff coordinate and refine the plan.
	fig a-7 sub body text - a. Time is well used to continue gathering information and to improve the...
	fig a-7 sub body text - b. New information is disseminated and coordinated with higher, adjacent,...
	MTP Bullet - • Changes or refinements in plan.
	MTP Bullet - • Information on the enemy in the sector or zone.
	MTP Bullet - • Information that impacts on planning and execution (risk acceptance decisions/haza...
	MTP Bullet - • Adjustments/changes in the plans.
	MTP Boxed text - +*9. Battalion executes changes in task organization.
	fig a-7 sub body text - a. Main CP coordinates link-up location, time, and responsible element.
	fig a-7 sub body text - b. Attachments/new elements are received at the coordinated location and ...
	fig a-7 sub body text - c. Detachments reach the link-up point at the time and place directed.
	MTP Boxed text - +*10. Battalion performs and commander and staff perform, supervise, and monitor...
	fig a-7 sub body text - a. Command group/XO performs brief-backs with subordinate commanders, lea...
	fig a-7 sub body text - b. Main CP maintains status of preparations.
	fig a-7 sub body text - c. Elements make full use of time to prepare for the operation. Subjectiv...
	MTP Boxed text - +*11. Battalion sees the battlefield.
	fig a-7 sub body text - a. Command group is positioned to see and move.
	fig a-7 sub body text - b. Companies and other subordinates accurately report critical informatio...
	fig a-7 sub body text - c. Main CP collects, analyzes, and passes processed critical information.
	fig a-7 sub body text - d. Subordinates execute intelligence collection plan. See subordinate ele...
	MTP Boxed text - +*12. Battalion leaders command and control the execution.
	fig a-7 sub body text - a. Subordinate elements report enemy and friendly actions, change in stat...
	fig a-7 sub body text - b. Battalion leaders win the battle by directing the maneuver of units, c...
	MTP Para (1) - (1) Elements not following OPLAN and OPORD are corrected.
	MTP Para (1) - (2) Responses to new METT-T hazards are directed soon after the new situation occurs.
	MTP Para (1) - (3) No friendly casualties inflicted by friendly direct or indirect fires or other...
	MTP Para (1) - (4) Number/percentage of direct fire weapons engaging the enemy.
	MTP Para (1) - (5) Number/percentage of indirect fire rounds fired and percentage hitting/suppres...
	MTP Para (1) - (6) Number of enemy casualties.
	MTP Para (1) - (7) Number of friendly casualties.
	fig a-7 sub body text - c. The C2 and CSS assets are controlled to support maneuver effort. Indic...
	MTP Para (1) - (1) Effective CSS and C2.
	MTP Para (1) - (2) C2 or CSS elements not destroyed by enemy direct fires.
	fig a-7 sub body text - d. FRAGOs are clear, concise, include risk management, and are quickly ex...
	fig a-7 sub body text - e. Changes that affect the battle are disseminated within five minutes.
	MTP Boxed text - +13. Subordinate commanders, leaders, and staff laterally coordinate actions dur...
	MTP - All battle actions requiring coordination between elements are coordinated.
	MTP Boxed text - +*14. Battalion coordinates with adjacent and supporting headquarters.
	MTP - All battle actions requiring coordination with other headquarters are laterally and promptl...
	MTP Boxed text - +*15. Battalion reports.
	MTP - Battalion CPs submit all critical and required reports to brigade. They report events to ad...
	Caption - Figure A-7. Integration of Risk Management into MTP Task
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-1. Risk Management Work Sheet Instructions
	Caption - Figure A-2. Sample Risk Management Work Sheet
	Caption - Figure A-3. Example of Completed Risk Management Work Sheet for Squad/Platoon
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	Body - Sometimes commanders are not properly advised in situations where the assumption of risk m...
	bullet - • The risk denial syndrome in which leaders do not want to know of the risk.
	bullet - • A staff member who believes that the risk decision is part of his job and does not wan...
	bullet - • A subordinate who does not fully understand the higher commander’s guidance.
	bullet - • Complacency—outright failure to recognize a hazard or the level of risk involved, or o...
	bullet - • Use of a standardized risk assessment tool, such as a risk assessment card, that is no...
	2nd sub - COMMANDERS

	Body - The commander directs the organization and sets priorities and the command climate (values...
	bullet - • Demonstrating consistent and sustained risk management behavior through leading by exa...
	bullet - • Providing clear guidance, when appropriate, on where or what risk to accept.
	bullet - • Obtaining and providing to subordinates the necessary assets to control risk.
	bullet - • Knowing their own limitations, their leaders’ and soldiers’ limitations, and their uni...
	bullet - • Preventing a zero-defects mindset from creeping into their command’s culture.
	bullet - • Allowing subordinates to make mistakes and learn from them.
	bullet - • Demonstrating full confidence in subordinates’ mastery of their trade and their abilit...
	bullet - • Keeping subordinates informed; consulting with subordinate leaders before making a dec...
	bullet - • Listening to subordinates.
	Body - Commanders are responsible and accountable for their own actions and those of units under ...
	Body - Command is often exercised in conditions of uncertainty and ambiguity, where violence, dan...
	Body - Avoiding the zero-risk mindset requires the exercise of positive leadership. The commander...
	Body - Risk management is a two-way street. It is important that those involved in mission prepar...
	Body - The objective of managing risk is not to remove all risk, but to eliminate unnecessary ris...
	2nd sub - Leaders

	Body - Many of the tasks identified for commanders apply to all leaders. Leaders’ specific respon...
	bullet - • Establishing clear, feasible risk management policies and goals.
	bullet - • Conducting detailed planning within time constraints; assessing each mission and task ...
	bullet - • Making informed risk decisions and establishing and clearly communicating risk guidance.
	bullet - • Training the risk management process. Ensuring subordinates understand the who, what, ...
	bullet - • Examining how subordinates manage risk and how soldiers protect themselves.
	bullet - • Supervising and evaluating the unit’s execution of risk controls during the mission to...
	bullet - • Advising his chain of command on risks and risk-reduction measures.
	bullet - • Providing subordinates with feedback on their performance and ways to improve.
	bullet - • Assessing the effectiveness of their unit’s risk management program.
	bullet - • Capturing and disseminating lessons learned to ensure they are continued from mission ...
	2nd sub - STAFFs

	Body - The chief of staff or executive officer is responsible for supervising integration of risk...
	bullet - • Analyzing his functional area and applying risk management during the military decisio...
	bullet - • Identifying constraints in the higher commander’s risk guidance.
	bullet - • Including hazards and their risks in the mission analysis briefing.
	bullet - • Including a risk assessment for the commander’s estimate.
	bullet - • Considering the risk assessment in the operations estimate.
	bullet - • Including risks and recommending ways to reduce their impact in the staff estimate.
	bullet - • Implementing risk controls by coordinating and integrating them into the appropriate p...
	bullet - • Establishing procedures and standards that are clear and practical.
	bullet - • Determining the effectiveness of hazard/risk controls and continuously assessing their...
	bullet - • Supervising, evaluating, and assessing the integration of risk management during an op...
	bullet - • Continuously identifying hazards, assessing initial and residual risks for each hazard...
	bullet - • Identifying and assessing hazards associated with complacency, especially during exten...
	Body - At the operational level, staffs focus on hazards and their risks across the spectrum of p...
	2nd sub - INDIVIDUALS

	Body - The level of expertise and maturity of the individual influence his proficiency in managin...
	Body - Some soldiers and individuals ignore existing standards and improvise their own. Due to in...
	bullet - • Overestimating their ability to respond to or recover from a hazardous incident—they b...
	bullet - • Underestimating the level of risk posed by a hazard.
	Body - It is imperative that individuals understand and execute controls implemented by leaders a...
	Body - Individuals must maintain situational awareness and self- discipline when they perform the...
	bullet - • Understand and apply risk management.
	bullet - • Execute controls directed by their leaders, that is, perform to standards.
	bullet - • Carry risk management over into training and activities—both on and off duty.
	bullet - • Look out for others—anyone has authority to halt something that is inherently unsafe.
	1st subhead - INTEGRATION INTO TRAINING AND OPERATIONS

	sec quote - ARFOR commanders/leaders must continuously employ risk management approaches to effec...
	sec quote byline - FM 100-7, Decisive Force: The Army in Theater Operations, May 1995
	Body - Integrating risk management into training and operations—
	bullet - • Preserves the lives and well-being of everyone.
	bullet - • Conserves equipment, facilities, environmental resources, and combat power.
	Body - Risk management must not be treated as an afterthought. It must be planned for up front. L...
	Body - When integrating risk management into sustained operations, leaders must consider increase...
	bullet - • The complexity of mission development and associated changing interrelationships with ...
	bullet - • The inclusion of civilian contractors, for example, LOGCAP, as part of the force.
	bullet - • The presence of the media, NGOs, and PVOs.
	Body - These diverse elements need to be integrated into the risk management process.
	Body - Two key considerations relevant to managing risk in complex operational environments include—
	bullet - • Understanding the culture of the indigenous population or society and its way of doing...
	bullet - • The dynamics of managing risk and the way the leader and his subordinates manage risk....
	Sub Bullet - — Having the right combination of well-trained, disciplined, well-armed, and well-eq...
	Sub Bullet - — Issuing clear guidance to minimize risk.
	Sub Bullet - — Determining and implementing risk controls for carrying out the mission.
	Sub Bullet - — Maintaining situational awareness, especially of vulnerabilities.
	Sub Bullet - — Avoiding unnecessary accident risk.
	Body - Risk management works best when incorporated into existing command training and operationa...
	bullet - • Development of policy, goals, objectives, and priorities in the commander’s quarterly ...
	bullet - • The commander’s training assessment, by identifying hazards and risk controls.
	bullet - • Systematic observation and assessment of the unit’s risk management performance and fe...
	Body - Leaders and soldiers must have the skills, knowledge, and attitude to effectively manage r...
	Body - Doctrine developers must integrate risk management into planning for all Army processes, e...
	1st subhead - ASSESSMENT OF THE RISK MANAGEMENT PROCESS

	Body - To assess the risk management process is to determine a unit’s current level of proficienc...
	Body - How well risk is managed affects readiness. Leaders need to know the current status and ef...
	bullet - • Effectively risk management is embedded into planning and preparing for operations.
	bullet - • Well risk management is understood by subordinate leaders and soldiers.
	bullet - • Effectively risk management is used to execute operations.
	Body - Leaders assess the effectiveness of their units by reviewing how well hazards are identifi...
	bullet - • Specified in oral and written OPORDs, OPLANs, and SOPs.
	bullet - • Communicated to lowest level of chain of command.
	bullet - • Included in short-, near-, and long-term training plans.
	bullet - • Implemented into training and activities on and off duty.
	bullet - • Embedded into protect-the-force programs such as safety and health and antiterrorism.
	bullet - • Part of after-action reviews and fed into lessons learned.
	Body - Risk management cannot be seen as a competitive program whereby a unit or leader is judged...
	sec quote - Take calculated risks. That is quite different from being rash.
	sec quote byline - General George S. Patton, Jr.
	Body - 
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	Special Segment Title - Risk management assists the commander or leader in—
	Special Segment Bullet - • Conserving lives and resources and avoiding unnecessary risk.
	Special Segment Bullet - • Making an informed decision to implement a COA.
	Special Segment Bullet - • Identifying feasible and effective control measures where specific sta...
	Special Segment Bullet - • Providing reasonable alternatives for mission accomplishment.
	Special Segment Title - Risk management does not—
	Special Segment Bullet - • Inhibit the commander’s and leader's flexibility and initiative.
	Special Segment Bullet - • Remove risk altogether, or support a zero defects mindset.
	Special Segment Bullet - • Require a GO/NO-GO decision.
	Special Segment Bullet - • Sanction or justify violating the law.
	Special Segment Bullet - • Remove the necessity for standard drills, tactics, techniques, and pro...
	Caption - Figure 1-2. Key Aspects of Risk Management

	chapter no. - Chapter 1
	chapter title - Risk Management Fundamentals

	sec quote - Sizing up opponents to determine victory, assessing dangers and distances is the prop...
	sec quote byline - Sun Tzu, The Art of War, “Terrain”
	intro text - Risk management is the process of identifying, assessing, and controlling risks aris...
	intro text - Risk is characterized by both the probability and severity of a potential loss that ...
	1st subhead - BACKGROUND

	Body - Throughout the history of armed conflict, government and military leaders have tried to re...
	bullet - • Effects of casualties.
	bullet - • Impact on civilians.
	bullet - • Damage to the environment.
	bullet - • Loss of equipment.
	bullet - • Level of public reaction.
	Body - War is inherently complex, dynamic, and fluid. It is characterized by uncertainty, ambigui...
	Body - Historically, the Army has had more accidental losses, including fratricide (friendly fire...
	bullet - • An ever-changing operational environment.
	bullet - • Effects of a fast-paced, high-operational tempo (OPTEMPO) and a high-personnel tempo (...
	bullet - • Equipment failure, support failure, and the effects of the physical environment.
	1st subhead - PRINCIPLES

	Body - The basic principles that provide a framework for implementing the risk management process...
	bullet - • Integrating risk management into mission planning, preparation, and execution. Leaders...
	bullet - • Making risk decisions at the appropriate level in the chain of command. The commander ...
	bullet - • Accepting no unnecessary risk. Commanders compare and balance risks against mission ex...
	1st subhead - APPLICABILITY

	Body - Risk management applies to all situations and environments across the wide range of Army o...
	2nd sub - DEVELOPMENT

	Body - Development concerns include force design, manpower allocation, training and training deve...
	3rd sub - Force Design

	Body - Concerns include risks introduced in trade-off decisions that involve the design and equip...
	bullet - • Tables of organization and equipment (TOE).
	bullet - • Modification tables of organization and equipment (MTOE).
	bullet - • Tables of distribution and allowances (TDA) organizations.
	3rd sub - Manpower Allocations

	Body - Concerns include shortfalls in manning that put unit readiness and full use of combat syst...
	3rd sub - Training and Training Developments

	Body - Concerns include hazardous and critical training tasks and feasible risk reduction measure...
	3rd sub - Combat and Materiel Developments and Battle Laboratories

	Body - Concerns include providing a means to assist in making informed trade-off decisions such as—
	bullet - • Balancing equipment form, fit, and function.
	bullet - • Balancing the durability and cost of equipment and spare parts against their reliabili...
	bullet - • Determining the environmental impact.
	bullet - • Determining whether to accept systems with less than the full capabilities prescribed ...
	Body - ARs 70-1 and 385-16 and MIL-STD-882 provide details on risk management application in the ...
	2nd sub - FIELDING

	Body - Fielding concerns include personnel assignments, sustainment and logistics, training, and ...
	3rd sub - Personnel Assignments

	Body - Concerns include making informed decisions in assigning replacement personnel. For example...
	3rd sub - Sustainment and Logistics

	Body - Concerns include enhancing one’s ability to determine support requirements, the order in w...
	3rd sub - Training

	Body - Concerns include helping leaders determine the—
	bullet - • Balance between training realism and unnecessary risks in training.
	bullet - • Impact of training operations on the environment.
	bullet - • Level of proficiency and experience of soldiers and leaders.
	3rd sub - Base Operations

	Body - Concerns include prioritizing the execution of base operations functions to get the most b...
	2nd sub - EMPLOYMENT

	Body - Employment concerns include force protection and deployment, operations, and redeployment.
	3rd sub - Force Protection

	Body - Concerns include developing a plan that identifies threats and their associated hazards an...
	3rd sub - Deployment, Operations, and Redeployment

	Body - Concerns include—
	bullet - • Analyzing the factors of mission, enemy, terrain, troops, and time available (METT�T) ...
	bullet - • Determining the correct units, equipment composition, and sequence.
	bullet - • Identifying controls essential to safety and environmental protection.
	1st subhead - CONSTRAINTS

	Body - Risk management does not convey authority to violate the law-of- land warfare or deliberat...
	Body - Risk management assists the commander in complying with regulatory and legal requirements by—
	bullet - • Identifying applicable legal standards that affect the mission.
	bullet - • Identifying alternate COAs or alternate standards that meet the intent of the law.
	bullet - • Ensuring better use of limited resources through establishing priorities to correct kn...
	Caption - Figure 1-1. Battle and Nonbattle Casualties

	100-14chap2.pdf
	chapter no. - Chapter 2
	chapter title - Risk Management Process

	sec quote - First reckon, then risk
	sec quote byline - Field Marshal Helmuth von Moltke
	intro text - This chapter provides the essence of the five-step risk management process. It illus...
	1st subhead - THE FIVE STEPS: AN OVERVIEW

	Body - Risk management is the process of identifying and controlling hazards to conserve combat p...
	bullet - • Step 1. Identify hazards.
	bullet - • Step 2. Assess hazards to determine risks.
	bullet - • Step 3. Develop controls and make risk decisions.
	bullet - • Step 4. Implement controls.
	bullet - • Step 5. Supervise and evaluate.
	Body - This five-step process is integrated into the military decision-making process as shown in...
	Body - FM�100�40 provides insight into the context in which the risk management process is applie...
	bullet - • Solving tactical problems (Chapter 1).
	bullet - • The science and art of tactics (Chapter 1).
	bullet - • Hasty versus deliberate operations (Chapter 1).
	bullet - • The plan-prepare-execute cycle (Chapter 1).
	bullet - • Basic tactical control measures (Chapter 2).
	bullet - • The factors of METT�T (Chapter 2).
	Body - Risk decisions should be based upon awareness rather than mechanical habit. Leaders should...
	bullet - • Tactical risk is risk concerned with hazards that exist because of the presence of eit...
	bullet - • Accident risk includes all operational risk considerations other than tactical risk. I...
	2nd sub - STEPS 1 AND 2

	Body - Steps 1 and 2 together comprise the risk assessment. In Step 1, individuals identify the h...
	2nd sub - STEPS 3 through 5

	Body - Steps 3 through 5 are the essential follow-through actions to effectively manage risk. In ...
	1st subhead - THE FIVE STEPS APPLIED
	2nd sub - STEP 1. IDENTIFY HAZARDS


	Body - A hazard is an actual or potential condition where the following can occur due to exposure...
	bullet - • Injury, illness, or death of personnel.
	bullet - • Damage to or loss of equipment and property.
	bullet - • Mission degradation.
	Body - Hazards are sources of danger or risks due to enemy or adversary presence and other condit...
	Body - The ability of unit leaders and staffs to identify hazards is key. One reality of today’s ...
	Body - The factors of METT�T provide a sound framework for identifying hazards when planning, pre...
	3rd sub - Mission

	Body - Leaders first analyze the assigned mission. They look at the type of mission to be accompl...
	bullet - • A scheme of maneuver that is difficult to understand or too complex for accurate commu...
	bullet - • The impact of operating under a fragmentary order (FRAGO).
	3rd sub - Enemy

	Body - Commanders look for enemy capabilities that pose significant hazards to the operation. For...
	bullet - • Assess potential advantages to the enemy provided by the battlefield environment.
	bullet - • Fully assess the enemy’s capabilities.
	bullet - • Understand enemy collection capabilities and friendly vulnerabilities to those capabil...
	bullet - • Accurately determine the enemy’s probable COAs.
	bullet - • Plan and coordinate active ground and aerial reconnaissance activities.
	bullet - • Disseminate intelligence about the enemy to lower levels.
	bullet - • Identifying terrorist threats and capabilities.
	Body - Intelligence plays a critical part in identifying hazards associated with tactical risk. I...
	bullet - • Identifying the opportunities and constraints the battlefield environment offers to th...
	bullet - • Thoroughly portraying threat capabilities and vulnerabilities.
	bullet - • Collecting information on populations, governments, and infrastructures.
	Body - FMs�34�130 and 34�60, respectively, provide detailed information on IPB and on counterinte...
	3rd sub - Terrain and Weather

	Body - In addition to those due to the enemy or adversaries, the most obvious hazards to military...
	bullet - • How long the unit has operated in the environment and climate.
	bullet - • Whether the terrain has been crossed before.
	4th sub - Terrain.

	Body - The five main military aspects of terrain—observation and fields of fire, cover and concea...
	bullet - • Observation and fields of fire. Hazards associated with this usually involve when the ...
	bullet - • Cover and concealment. Hazards associated with cover and concealment are created by th...
	bullet - • Obstacles. Hazards associated with obstacles may be accident or tactical. They may be ...
	bullet - • Key terrain and decisive terrain. Hazards are a marked advantage terrain provides to t...
	bullet - • Avenues of approach. Hazards associated with avenues of approach can affect both tacti...
	4th sub - Weather.

	Body - Weather works hand-in-hand with terrain to create hazards. To identify weather hazards, le...
	bullet - • Adverse effects of heat and cold hazards on the performance of soldiers.
	bullet - • Effects of climate and weather on maintenance of vehicles and equipment before beginni...
	bullet - • Hazardous effects of weather on the five military aspects of terrain.
	3rd sub - Troops

	Body - Leaders analyze the capabilities of available friendly troops. Associated hazards impact b...
	bullet - • Hazards to the physical and emotional health of soldiers. Inadequate sanitation facili...
	bullet - • Hazards to task organization or units participating in an operation. Hazards include h...
	bullet - • Hazards associated with long-term missions. Long-term missions include nation building...
	3rd sub - Time Available

	Body - The hazard is insufficient time to plan, prepare, and execute operations. Planning time is...
	3rd sub - Civilians

	Body - The commander’s legal responsibility is to consider hazards to, and safeguarding of, civil...
	bullet - • In a wartime environment. The commander must consider the hazard of collateral damage ...
	bullet - • In a peacetime environment. The commander must consider the political attitudes and pr...
	Body - Adversaries are hostile elements other than the enemy that may be encountered during any o...
	2nd sub - STEP 2. ASSESS HAZARDS

	Body - Step 2 completes the risk assessment. Risk is the chance of hazard or bad consequences. Th...
	Body - The incident must be credible in that it must have a reasonable expectation of happening. ...
	3rd sub - Substep A

	Body - Leaders and staffs assess each hazard in relation to the probability of a hazardous incide...
	Body - 
	fig 2-2 head - FREQUENT (A) Occurs very often, continuously experienced

	fig 2-2 body - Single item
	fig 2-2 body - Occurs very often in service life. Expected to occur several times over duration o...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs continuously during a specific mission or operation, or over a service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs very often in career. Expected to occur several times during mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs continuously during a specific mission or operation.
	fig 2-2 head - LIKELY (B) Occurs several times

	fig 2-2 body - Single item
	fig 2-2 body - Occurs several times in service life. Expected to occur during a specific mission ...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs at a high rate, but experienced intermittently (regular intervals, generall...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs several times in career. Expected to occur during a specific mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs at a high rate, but experienced intermittently.
	fig 2-2 head - OCCASIONAL (C) Occurs sporadically

	fig 2-2 body - Single item
	fig 2-2 body - Occurs some time in service life. May occur about as often as not during a specifi...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs several times in service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs some time in career. May occur during a specific mission or operation, but ...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs sporadically (irregularly, sparsely, or sometimes).
	Body - 
	Body - 
	fig 2-2 head - SELDOM (D) Remotely possible; could occur at some time

	fig 2-2 body - Single item
	fig 2-2 body - Occurs in service life, but only remotely possible. Not expected to occur during a...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs as isolated incidents. Possible to occur some time in service life, but rar...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs as isolated incident during a career. Remotely possible, but not expected t...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs rarely within exposed population as isolated incidents.
	fig 2-2 head - UNLIKELY (E) Can assume will not occur, but not impossible

	fig 2-2 body - Single item
	fig 2-2 body - Occurrence not impossible, but can assume will almost never occur in service life....
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs very rarely (almost never or improbable). Incidents may occur over service ...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurrence not impossible, but may assume will not occur in career or during a spe...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs very rarely, but not impossible.
	Caption - Figure 2-2. Hazard Probability (continued)
	3rd sub - Substep B


	Body - Substep B addresses the severity of each hazard. It is expressed in terms of—
	bullet - • Degree of injury or illness.
	bullet - • Loss of or damage to equipment or property.
	bullet - • Environmental damage.
	bullet - • Other mission-impairing factors such as lost combat power.
	Body - The degree of severity estimated for each hazard may be based on knowledge of the results ...
	fig 2-3heading - CATASTROPHIC (I) Loss of ability to accomplish the mission or mission failure. D...
	fig 2-3heading - CRITICAL (II) Significantly (severely) degraded mission capability or unit readi...
	fig 2-3heading - MARGINAL (III) Degraded mission capability or unit readiness. Minor damage to eq...
	fig 2-3heading - NEGLIGIBLE (IV) Little or no adverse impact on mission capability. First aid or ...
	Caption - Figure 2-3. Hazard Severity
	3rd sub - Substep C


	Body - In this substep leaders and staffs expand what they understand about probable hazardous in...
	Body - Figure 2-4 is a standardized matrix that can be used to assist in this process. Leaders an...
	Body - Figure�2-5 provides a summary of the levels of risk. It also provides examples of hazardou...
	new fig 2-5 - E - Extremely High: Loss of ability to accomplish the mission if hazards occur duri...
	new fig 2-5 - Example: A commander finds that one of his implied tasks to attack an objective inv...
	new fig 2-5 - H - High: Significant degradation of mission capabilities in terms of the required ...
	new fig 2-5 - Example: During a preplanned ambush, the leader discovers that the force he intends...
	new fig 2-5 - M - Moderate: Expected degraded mission capabilities in terms of the required missi...
	new fig 2-5 - Example: A commander in a defensive position receives a warning order to be prepare...
	new fig 2-5 - L - Low: Expected losses have little or no impact on accomplishing the mission. The...
	new fig 2-5 - Example: A mechanized task force (TF) conducting a movement to contact in a desert ...
	Caption - Figure 2-5. Levels of Risk (continued)
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	bullet - • Residual risk is the risk remaining after controls have been selected for the hazard. ...
	bullet - • Overall residual risk of a mission must be determined when more than one hazard is ide...
	3rd sub - Substep B - Make Risk Decision

	Body - A key element of the risk decision is determining if the risk is justified. The commander ...
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	bullet - • Conducting intensive threat and friendly vehicle identification refresher training for...
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	bullet - • Capture and disseminate lessons learned so that others may benefit from the experience.
	bullet - • Consider the effectiveness of the risk assessment in identifying and accurately assess...
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	Body - Figure 2-7 shows that the risk management process continues throughout a mission as well a...
	1st subhead - TOOLS AND PITFALLS

	Body - The appendix�provides examples of risk management tools to help leaders assess identified ...
	Body - Units train to a standard. They operate and train regardless of the degree of real or perc...
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	fig a-7 sub body text - c. The battalion controls and synchronizes subordinate and supporting ele...
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	fig a-7 sub body text - c. Detachments reach the link-up point at the time and place directed.
	MTP Boxed text - +*10. Battalion performs and commander and staff perform, supervise, and monitor...
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	fig a-7 sub body text - c. Main CP collects, analyzes, and passes processed critical information.
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	chapter title - Preface

	Body - FM 100-14 applies across the wide range of Army operations. It explains the principles, pr...
	Body - The manual is intended to help commanders, their staffs, leaders, and managers develop a f...
	Body - Army operations—especially combat operations—are demanding and complex. They are inherentl...
	Body - This manual is not a substitute for thought. Simply reading it will not make one adept in ...
	Body - The proponent of this manual is HQ TRADOC. Send comments and recommendations on DA Form 20...
	Body - Unless this publication states otherwise, masculine nouns and pronouns do not refer exclus...
	chapter title - Introduction

	Body - The Army’s fundamental purpose is to fight and win the nation’s wars. For this purpose, th...
	Body - The Army introduced the risk management process into training, the operational environment...
	Body - Leaders must understand the importance of the process in conserving combat power and resou...
	Body - Risk decisions are commanders’ business. Such decisions are normally based on the next hig...
	Body - Both leaders and staffs manage risk. Staff members continuously look for hazards associate...
	Body - 
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	Special Segment Title - Risk management assists the commander or leader in—
	Special Segment Bullet - • Conserving lives and resources and avoiding unnecessary risk.
	Special Segment Bullet - • Making an informed decision to implement a COA.
	Special Segment Bullet - • Identifying feasible and effective control measures where specific sta...
	Special Segment Bullet - • Providing reasonable alternatives for mission accomplishment.
	Special Segment Title - Risk management does not—
	Special Segment Bullet - • Inhibit the commander’s and leader's flexibility and initiative.
	Special Segment Bullet - • Remove risk altogether, or support a zero defects mindset.
	Special Segment Bullet - • Require a GO/NO-GO decision.
	Special Segment Bullet - • Sanction or justify violating the law.
	Special Segment Bullet - • Remove the necessity for standard drills, tactics, techniques, and pro...
	Caption - Figure 1-2. Key Aspects of Risk Management

	chapter no. - Chapter 1
	chapter title - Risk Management Fundamentals

	sec quote - Sizing up opponents to determine victory, assessing dangers and distances is the prop...
	sec quote byline - Sun Tzu, The Art of War, “Terrain”
	intro text - Risk management is the process of identifying, assessing, and controlling risks aris...
	intro text - Risk is characterized by both the probability and severity of a potential loss that ...
	1st subhead - BACKGROUND

	Body - Throughout the history of armed conflict, government and military leaders have tried to re...
	bullet - • Effects of casualties.
	bullet - • Impact on civilians.
	bullet - • Damage to the environment.
	bullet - • Loss of equipment.
	bullet - • Level of public reaction.
	Body - War is inherently complex, dynamic, and fluid. It is characterized by uncertainty, ambigui...
	Body - Historically, the Army has had more accidental losses, including fratricide (friendly fire...
	bullet - • An ever-changing operational environment.
	bullet - • Effects of a fast-paced, high-operational tempo (OPTEMPO) and a high-personnel tempo (...
	bullet - • Equipment failure, support failure, and the effects of the physical environment.
	1st subhead - PRINCIPLES

	Body - The basic principles that provide a framework for implementing the risk management process...
	bullet - • Integrating risk management into mission planning, preparation, and execution. Leaders...
	bullet - • Making risk decisions at the appropriate level in the chain of command. The commander ...
	bullet - • Accepting no unnecessary risk. Commanders compare and balance risks against mission ex...
	1st subhead - APPLICABILITY

	Body - Risk management applies to all situations and environments across the wide range of Army o...
	2nd sub - DEVELOPMENT

	Body - Development concerns include force design, manpower allocation, training and training deve...
	3rd sub - Force Design

	Body - Concerns include risks introduced in trade-off decisions that involve the design and equip...
	bullet - • Tables of organization and equipment (TOE).
	bullet - • Modification tables of organization and equipment (MTOE).
	bullet - • Tables of distribution and allowances (TDA) organizations.
	3rd sub - Manpower Allocations

	Body - Concerns include shortfalls in manning that put unit readiness and full use of combat syst...
	3rd sub - Training and Training Developments

	Body - Concerns include hazardous and critical training tasks and feasible risk reduction measure...
	3rd sub - Combat and Materiel Developments and Battle Laboratories

	Body - Concerns include providing a means to assist in making informed trade-off decisions such as—
	bullet - • Balancing equipment form, fit, and function.
	bullet - • Balancing the durability and cost of equipment and spare parts against their reliabili...
	bullet - • Determining the environmental impact.
	bullet - • Determining whether to accept systems with less than the full capabilities prescribed ...
	Body - ARs 70-1 and 385-16 and MIL-STD-882 provide details on risk management application in the ...
	2nd sub - FIELDING

	Body - Fielding concerns include personnel assignments, sustainment and logistics, training, and ...
	3rd sub - Personnel Assignments

	Body - Concerns include making informed decisions in assigning replacement personnel. For example...
	3rd sub - Sustainment and Logistics

	Body - Concerns include enhancing one’s ability to determine support requirements, the order in w...
	3rd sub - Training

	Body - Concerns include helping leaders determine the—
	bullet - • Balance between training realism and unnecessary risks in training.
	bullet - • Impact of training operations on the environment.
	bullet - • Level of proficiency and experience of soldiers and leaders.
	3rd sub - Base Operations

	Body - Concerns include prioritizing the execution of base operations functions to get the most b...
	2nd sub - EMPLOYMENT

	Body - Employment concerns include force protection and deployment, operations, and redeployment.
	3rd sub - Force Protection

	Body - Concerns include developing a plan that identifies threats and their associated hazards an...
	3rd sub - Deployment, Operations, and Redeployment

	Body - Concerns include—
	bullet - • Analyzing the factors of mission, enemy, terrain, troops, and time available (METT�T) ...
	bullet - • Determining the correct units, equipment composition, and sequence.
	bullet - • Identifying controls essential to safety and environmental protection.
	1st subhead - CONSTRAINTS

	Body - Risk management does not convey authority to violate the law-of- land warfare or deliberat...
	Body - Risk management assists the commander in complying with regulatory and legal requirements by—
	bullet - • Identifying applicable legal standards that affect the mission.
	bullet - • Identifying alternate COAs or alternate standards that meet the intent of the law.
	bullet - • Ensuring better use of limited resources through establishing priorities to correct kn...
	Caption - Figure 1-1. Battle and Nonbattle Casualties
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	chapter no. - Chapter 2
	chapter title - Risk Management Process

	sec quote - First reckon, then risk
	sec quote byline - Field Marshal Helmuth von Moltke
	intro text - This chapter provides the essence of the five-step risk management process. It illus...
	1st subhead - THE FIVE STEPS: AN OVERVIEW

	Body - Risk management is the process of identifying and controlling hazards to conserve combat p...
	bullet - • Step 1. Identify hazards.
	bullet - • Step 2. Assess hazards to determine risks.
	bullet - • Step 3. Develop controls and make risk decisions.
	bullet - • Step 4. Implement controls.
	bullet - • Step 5. Supervise and evaluate.
	Body - This five-step process is integrated into the military decision-making process as shown in...
	Body - FM�100�40 provides insight into the context in which the risk management process is applie...
	bullet - • Solving tactical problems (Chapter 1).
	bullet - • The science and art of tactics (Chapter 1).
	bullet - • Hasty versus deliberate operations (Chapter 1).
	bullet - • The plan-prepare-execute cycle (Chapter 1).
	bullet - • Basic tactical control measures (Chapter 2).
	bullet - • The factors of METT�T (Chapter 2).
	Body - Risk decisions should be based upon awareness rather than mechanical habit. Leaders should...
	bullet - • Tactical risk is risk concerned with hazards that exist because of the presence of eit...
	bullet - • Accident risk includes all operational risk considerations other than tactical risk. I...
	2nd sub - STEPS 1 AND 2

	Body - Steps 1 and 2 together comprise the risk assessment. In Step 1, individuals identify the h...
	2nd sub - STEPS 3 through 5

	Body - Steps 3 through 5 are the essential follow-through actions to effectively manage risk. In ...
	1st subhead - THE FIVE STEPS APPLIED
	2nd sub - STEP 1. IDENTIFY HAZARDS


	Body - A hazard is an actual or potential condition where the following can occur due to exposure...
	bullet - • Injury, illness, or death of personnel.
	bullet - • Damage to or loss of equipment and property.
	bullet - • Mission degradation.
	Body - Hazards are sources of danger or risks due to enemy or adversary presence and other condit...
	Body - The ability of unit leaders and staffs to identify hazards is key. One reality of today’s ...
	Body - The factors of METT�T provide a sound framework for identifying hazards when planning, pre...
	3rd sub - Mission

	Body - Leaders first analyze the assigned mission. They look at the type of mission to be accompl...
	bullet - • A scheme of maneuver that is difficult to understand or too complex for accurate commu...
	bullet - • The impact of operating under a fragmentary order (FRAGO).
	3rd sub - Enemy

	Body - Commanders look for enemy capabilities that pose significant hazards to the operation. For...
	bullet - • Assess potential advantages to the enemy provided by the battlefield environment.
	bullet - • Fully assess the enemy’s capabilities.
	bullet - • Understand enemy collection capabilities and friendly vulnerabilities to those capabil...
	bullet - • Accurately determine the enemy’s probable COAs.
	bullet - • Plan and coordinate active ground and aerial reconnaissance activities.
	bullet - • Disseminate intelligence about the enemy to lower levels.
	bullet - • Identifying terrorist threats and capabilities.
	Body - Intelligence plays a critical part in identifying hazards associated with tactical risk. I...
	bullet - • Identifying the opportunities and constraints the battlefield environment offers to th...
	bullet - • Thoroughly portraying threat capabilities and vulnerabilities.
	bullet - • Collecting information on populations, governments, and infrastructures.
	Body - FMs�34�130 and 34�60, respectively, provide detailed information on IPB and on counterinte...
	3rd sub - Terrain and Weather

	Body - In addition to those due to the enemy or adversaries, the most obvious hazards to military...
	bullet - • How long the unit has operated in the environment and climate.
	bullet - • Whether the terrain has been crossed before.
	4th sub - Terrain.

	Body - The five main military aspects of terrain—observation and fields of fire, cover and concea...
	bullet - • Observation and fields of fire. Hazards associated with this usually involve when the ...
	bullet - • Cover and concealment. Hazards associated with cover and concealment are created by th...
	bullet - • Obstacles. Hazards associated with obstacles may be accident or tactical. They may be ...
	bullet - • Key terrain and decisive terrain. Hazards are a marked advantage terrain provides to t...
	bullet - • Avenues of approach. Hazards associated with avenues of approach can affect both tacti...
	4th sub - Weather.

	Body - Weather works hand-in-hand with terrain to create hazards. To identify weather hazards, le...
	bullet - • Adverse effects of heat and cold hazards on the performance of soldiers.
	bullet - • Effects of climate and weather on maintenance of vehicles and equipment before beginni...
	bullet - • Hazardous effects of weather on the five military aspects of terrain.
	3rd sub - Troops

	Body - Leaders analyze the capabilities of available friendly troops. Associated hazards impact b...
	bullet - • Hazards to the physical and emotional health of soldiers. Inadequate sanitation facili...
	bullet - • Hazards to task organization or units participating in an operation. Hazards include h...
	bullet - • Hazards associated with long-term missions. Long-term missions include nation building...
	3rd sub - Time Available

	Body - The hazard is insufficient time to plan, prepare, and execute operations. Planning time is...
	3rd sub - Civilians

	Body - The commander’s legal responsibility is to consider hazards to, and safeguarding of, civil...
	bullet - • In a wartime environment. The commander must consider the hazard of collateral damage ...
	bullet - • In a peacetime environment. The commander must consider the political attitudes and pr...
	Body - Adversaries are hostile elements other than the enemy that may be encountered during any o...
	2nd sub - STEP 2. ASSESS HAZARDS

	Body - Step 2 completes the risk assessment. Risk is the chance of hazard or bad consequences. Th...
	Body - The incident must be credible in that it must have a reasonable expectation of happening. ...
	3rd sub - Substep A

	Body - Leaders and staffs assess each hazard in relation to the probability of a hazardous incide...
	Body - 
	fig 2-2 head - FREQUENT (A) Occurs very often, continuously experienced

	fig 2-2 body - Single item
	fig 2-2 body - Occurs very often in service life. Expected to occur several times over duration o...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs continuously during a specific mission or operation, or over a service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs very often in career. Expected to occur several times during mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs continuously during a specific mission or operation.
	fig 2-2 head - LIKELY (B) Occurs several times

	fig 2-2 body - Single item
	fig 2-2 body - Occurs several times in service life. Expected to occur during a specific mission ...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs at a high rate, but experienced intermittently (regular intervals, generall...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs several times in career. Expected to occur during a specific mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs at a high rate, but experienced intermittently.
	fig 2-2 head - OCCASIONAL (C) Occurs sporadically

	fig 2-2 body - Single item
	fig 2-2 body - Occurs some time in service life. May occur about as often as not during a specifi...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs several times in service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs some time in career. May occur during a specific mission or operation, but ...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs sporadically (irregularly, sparsely, or sometimes).
	Body - 
	Body - 
	fig 2-2 head - SELDOM (D) Remotely possible; could occur at some time

	fig 2-2 body - Single item
	fig 2-2 body - Occurs in service life, but only remotely possible. Not expected to occur during a...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs as isolated incidents. Possible to occur some time in service life, but rar...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs as isolated incident during a career. Remotely possible, but not expected t...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs rarely within exposed population as isolated incidents.
	fig 2-2 head - UNLIKELY (E) Can assume will not occur, but not impossible

	fig 2-2 body - Single item
	fig 2-2 body - Occurrence not impossible, but can assume will almost never occur in service life....
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs very rarely (almost never or improbable). Incidents may occur over service ...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurrence not impossible, but may assume will not occur in career or during a spe...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs very rarely, but not impossible.
	Caption - Figure 2-2. Hazard Probability (continued)
	3rd sub - Substep B


	Body - Substep B addresses the severity of each hazard. It is expressed in terms of—
	bullet - • Degree of injury or illness.
	bullet - • Loss of or damage to equipment or property.
	bullet - • Environmental damage.
	bullet - • Other mission-impairing factors such as lost combat power.
	Body - The degree of severity estimated for each hazard may be based on knowledge of the results ...
	fig 2-3heading - CATASTROPHIC (I) Loss of ability to accomplish the mission or mission failure. D...
	fig 2-3heading - CRITICAL (II) Significantly (severely) degraded mission capability or unit readi...
	fig 2-3heading - MARGINAL (III) Degraded mission capability or unit readiness. Minor damage to eq...
	fig 2-3heading - NEGLIGIBLE (IV) Little or no adverse impact on mission capability. First aid or ...
	Caption - Figure 2-3. Hazard Severity
	3rd sub - Substep C


	Body - In this substep leaders and staffs expand what they understand about probable hazardous in...
	Body - Figure 2-4 is a standardized matrix that can be used to assist in this process. Leaders an...
	Body - Figure�2-5 provides a summary of the levels of risk. It also provides examples of hazardou...
	new fig 2-5 - E - Extremely High: Loss of ability to accomplish the mission if hazards occur duri...
	new fig 2-5 - Example: A commander finds that one of his implied tasks to attack an objective inv...
	new fig 2-5 - H - High: Significant degradation of mission capabilities in terms of the required ...
	new fig 2-5 - Example: During a preplanned ambush, the leader discovers that the force he intends...
	new fig 2-5 - M - Moderate: Expected degraded mission capabilities in terms of the required missi...
	new fig 2-5 - Example: A commander in a defensive position receives a warning order to be prepare...
	new fig 2-5 - L - Low: Expected losses have little or no impact on accomplishing the mission. The...
	new fig 2-5 - Example: A mechanized task force (TF) conducting a movement to contact in a desert ...
	Caption - Figure 2-5. Levels of Risk (continued)
	2nd sub - STEP 3. DEVELOP CONTROLS AND MAKE RISK DECISIONS


	sec quote - Risk management is the recognition that decision making occurs under conditions of un...
	sec quote byline - FM 100-7, Decisive Force:
	sec quote byline - The Army in Theater Operations, May 1995
	Body - Step 3 is accomplished in two substeps: develop controls and make risk decisions. This is ...
	3rd sub - Substep A - Develop Controls

	Body - After assessing each hazard, leaders develop one or more controls that either eliminate th...
	4th sub - Types of Controls

	Body - Controls can take many forms, but fall into three basic categories—educational controls, p...
	bullet - • Educational controls. These controls are based on the knowledge and skills of the unit...
	bullet - • Physical controls. These controls may take the form of barriers and guards or signs to...
	bullet - • Avoidance. These controls are applied when leaders take positive action to prevent con...
	4th sub - Criteria for Controls.

	Body - To be effective, each control developed must meet the following criteria:
	bullet - • Suitability. It must remove the hazard or mitigate (reduce) the residual risk to an ac...
	bullet - • Feasibility. The unit must have the capability to implement the control.
	bullet - • Acceptability. The benefit gained by implementing the control must justify the cost in...
	fig 2-6 - Support Availability of adequate personnel, equipment, supplies, and facilities necessa...
	fig 2-6 - Standards Guidance and procedures for implementing a control are clear, practical, and ...
	fig 2-6 - Training Knowledge and skills are adequate to implement a control.
	fig 2-6 - Leadership Leaders are competent to implement a control.
	fig 2-6 - Individual Individual soldiers are sufficiently self-disciplined to implement a control.
	Caption - Figure 2-6. Criteria for Determining Acceptability of Controls
	4th sub - Examples of Controls.


	Body - Examples of controls include—
	bullet - • Engineering or designing to eliminate or control hazards.
	bullet - • Selecting a COA that avoids identified hazards.
	bullet - • Limiting the number of people and the amount of time they are exposed to hazards, cons...
	bullet - • Selecting personnel with appropriate mental, emotional, and physical capabilities.
	bullet - • Providing protective clothing, equipment, and safety and security devices.
	bullet - • Providing such services as adequate sanitation facilities and water purification capab...
	bullet - • Providing warning signs and signals.
	bullet - • Scheduling vehicle and aircraft silhouette drills.
	bullet - • Planning training, including rehearsals, rock drills, battle drills, and so forth.
	bullet - • Programming communications links for key civilian organizations.
	bullet - • Establishing battlefield controls such as areas of operations and boundaries, direct f...
	bullet - • Developing terrorist attack warning systems and response plans.
	Body - The key is to specify who, what, where, when, and how each control is to be used. For exam...
	bullet - • Planning and scheduling intensive threat and friendly vehicle identification refresher...
	bullet - • Programming installation of crashworthy passenger seats in the UH�60 Blackhawk, when m...
	bullet - • Requiring soldiers to wear flak vests and helmets during movement to contact, or when ...
	bullet - • Establishing strong continuity documents and planning overlap tours for key leaders fa...
	4th sub - Residual Risk.

	Body - Once the responsible leader develops and accepts controls, he determines the residual risk...
	bullet - • Residual risk is the risk remaining after controls have been selected for the hazard. ...
	bullet - • Overall residual risk of a mission must be determined when more than one hazard is ide...
	3rd sub - Substep B - Make Risk Decision

	Body - A key element of the risk decision is determining if the risk is justified. The commander ...
	Body - Leaders can use the risk assessment matrix in Figure�2�4—in conjunction with their command...
	2nd sub - STEP 4. IMPLEMENT CONTROLS

	Body - Leaders and staffs ensure that controls are integrated into SOPs, written and verbal order...
	bullet - • Appropriate superior, adjacent, and subordinate units and those executing the mission.
	bullet - • Logistics Civil Augmentation Program (LOGCAP) organizations and civilian agencies that...
	Body - The media, NGOs, and PVOs must be included in coordination when their presence impacts or ...
	Body - Leaders must explain how supervisors will implement controls. Examples of control implemen...
	bullet - • Conducting vehicle and aircraft silhouette drills.
	bullet - • Conducting rehearsals, rock drills, battle drills, and so forth.
	bullet - • Conducting intensive threat and friendly vehicle identification refresher training for...
	bullet - • Conducting orientation for replacement personnel.
	bullet - • Installing and maintaining communications links for key civilian organizations.
	bullet - • Operating in convoys of four vehicles minimum.
	bullet - • Carrying weapons and wearing flak jackets and helmets when outside secure compounds.
	2nd sub - STEP 5. SUPERVISE AND EVALUATE

	sec quote - Leaders must supervise the execution of their orders. The more untrained the troops, ...
	sec quote byline - Infantry in Battle, 1939
	Body - During mission preparation and execution, leaders must ensure that their subordinates unde...
	3rd sub - Supervise

	Body - Leaders supervise mission rehearsal and execution to ensure standards and controls are enf...
	Body - During sustained operations, leaders continue planning to ensure that controls emplaced at...
	bullet - • Climatic extremes.
	bullet - • NBC and hazardous waste contamination.
	bullet - • Diseases native to a particular area of operation or indigenous population.
	bullet - • Terrorist threats.
	3rd sub - Evaluate

	Body - After a mission, leaders and individuals evaluate how well the risk management process was...
	bullet - • Determine how to ensure that successes are continued to the next mission.
	bullet - • Capture and disseminate lessons learned so that others may benefit from the experience.
	bullet - • Consider the effectiveness of the risk assessment in identifying and accurately assess...
	bullet - • Determine whether the level of residual risk of each hazard and of the overall mission...
	bullet - • Evaluate the effectiveness of each control in reducing or removing risk, including whe...
	Body - Leaders and individuals determine why some controls were ineffective and what should be do...
	Body - Figure 2-7 shows that the risk management process continues throughout a mission as well a...
	1st subhead - TOOLS AND PITFALLS

	Body - The appendix�provides examples of risk management tools to help leaders assess identified ...
	Body - Units train to a standard. They operate and train regardless of the degree of real or perc...
	Body - Figure�A�7 provides an example of risk management considerations integrated into a mission...
	Body - Pitfalls arise when risk management tools are used without adaptation to the factors of ME...
	Body - Completing the risk assessment alone, but failing to identify effective controls, usually ...
	Caption - Figure 2-5. Levels of Risk
	Caption - Figure 2-7. Continuous Application of Risk Management
	Caption - Figure 2-1. Risk Management Steps Correlated with Military Decision-Making Tasks
	Caption - Figure 2-2. Hazard Probability
	Caption - Figure 2-4. Risk Assessment Matrix
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	chapter no. - Chapter 3
	chapter title - Risk Management Implementation

	sec quote - It is imperative to develop twenty-first century leaders who trust their subordinates...
	sec quote byline - GEN William W. Hartzog
	sec quote byline - Commanding General
	sec quote byline - US Army Training and Doctrine Command
	intro text - This chapter presents the moral and ethical implications of risk management. It outl...
	1st subhead - MORAL AND ETHICAL IMPLICATIONS FOR LEADERS

	Body - To be successful, risk management must be underwritten by the chain of command. Leaders sh...
	Body - Leaders accept that things may go wrong, even with the certain knowledge that a subordinat...
	sec quote - Everyday as we respond to the nation’s needs, we expose our soldiers to hazards in un...
	sec quote byline - General Dennis J. Reimer
	sec quote byline - Chief of Staff, Army
	1st subhead - RESPONSIBILITIES

	Body - One critical task for all operations is minimizing risk. Every military plan must make thi...
	Body - The commander and his staff must look at tactical risks and accident risks. They use the s...
	Body - Leaders and soldiers at all levels are responsible and accountable for managing risks by e...
	bullet - • Identified during planning, preparation, and execution of operations.
	bullet - • Controlled during preparation and execution of operations.
	Body - Soldiers are responsible for executing risk controls to standards. They must continuously ...
	Body - Sometimes commanders are not properly advised in situations where the assumption of risk m...
	bullet - • The risk denial syndrome in which leaders do not want to know of the risk.
	bullet - • A staff member who believes that the risk decision is part of his job and does not wan...
	bullet - • A subordinate who does not fully understand the higher commander’s guidance.
	bullet - • Complacency—outright failure to recognize a hazard or the level of risk involved, or o...
	bullet - • Use of a standardized risk assessment tool, such as a risk assessment card, that is no...
	2nd sub - COMMANDERS

	Body - The commander directs the organization and sets priorities and the command climate (values...
	bullet - • Demonstrating consistent and sustained risk management behavior through leading by exa...
	bullet - • Providing clear guidance, when appropriate, on where or what risk to accept.
	bullet - • Obtaining and providing to subordinates the necessary assets to control risk.
	bullet - • Knowing their own limitations, their leaders’ and soldiers’ limitations, and their uni...
	bullet - • Preventing a zero-defects mindset from creeping into their command’s culture.
	bullet - • Allowing subordinates to make mistakes and learn from them.
	bullet - • Demonstrating full confidence in subordinates’ mastery of their trade and their abilit...
	bullet - • Keeping subordinates informed; consulting with subordinate leaders before making a dec...
	bullet - • Listening to subordinates.
	Body - Commanders are responsible and accountable for their own actions and those of units under ...
	Body - Command is often exercised in conditions of uncertainty and ambiguity, where violence, dan...
	Body - Avoiding the zero-risk mindset requires the exercise of positive leadership. The commander...
	Body - Risk management is a two-way street. It is important that those involved in mission prepar...
	Body - The objective of managing risk is not to remove all risk, but to eliminate unnecessary ris...
	2nd sub - Leaders

	Body - Many of the tasks identified for commanders apply to all leaders. Leaders’ specific respon...
	bullet - • Establishing clear, feasible risk management policies and goals.
	bullet - • Conducting detailed planning within time constraints; assessing each mission and task ...
	bullet - • Making informed risk decisions and establishing and clearly communicating risk guidance.
	bullet - • Training the risk management process. Ensuring subordinates understand the who, what, ...
	bullet - • Examining how subordinates manage risk and how soldiers protect themselves.
	bullet - • Supervising and evaluating the unit’s execution of risk controls during the mission to...
	bullet - • Advising his chain of command on risks and risk-reduction measures.
	bullet - • Providing subordinates with feedback on their performance and ways to improve.
	bullet - • Assessing the effectiveness of their unit’s risk management program.
	bullet - • Capturing and disseminating lessons learned to ensure they are continued from mission ...
	2nd sub - STAFFs

	Body - The chief of staff or executive officer is responsible for supervising integration of risk...
	bullet - • Analyzing his functional area and applying risk management during the military decisio...
	bullet - • Identifying constraints in the higher commander’s risk guidance.
	bullet - • Including hazards and their risks in the mission analysis briefing.
	bullet - • Including a risk assessment for the commander’s estimate.
	bullet - • Considering the risk assessment in the operations estimate.
	bullet - • Including risks and recommending ways to reduce their impact in the staff estimate.
	bullet - • Implementing risk controls by coordinating and integrating them into the appropriate p...
	bullet - • Establishing procedures and standards that are clear and practical.
	bullet - • Determining the effectiveness of hazard/risk controls and continuously assessing their...
	bullet - • Supervising, evaluating, and assessing the integration of risk management during an op...
	bullet - • Continuously identifying hazards, assessing initial and residual risks for each hazard...
	bullet - • Identifying and assessing hazards associated with complacency, especially during exten...
	Body - At the operational level, staffs focus on hazards and their risks across the spectrum of p...
	2nd sub - INDIVIDUALS

	Body - The level of expertise and maturity of the individual influence his proficiency in managin...
	Body - Some soldiers and individuals ignore existing standards and improvise their own. Due to in...
	bullet - • Overestimating their ability to respond to or recover from a hazardous incident—they b...
	bullet - • Underestimating the level of risk posed by a hazard.
	Body - It is imperative that individuals understand and execute controls implemented by leaders a...
	Body - Individuals must maintain situational awareness and self- discipline when they perform the...
	bullet - • Understand and apply risk management.
	bullet - • Execute controls directed by their leaders, that is, perform to standards.
	bullet - • Carry risk management over into training and activities—both on and off duty.
	bullet - • Look out for others—anyone has authority to halt something that is inherently unsafe.
	1st subhead - INTEGRATION INTO TRAINING AND OPERATIONS

	sec quote - ARFOR commanders/leaders must continuously employ risk management approaches to effec...
	sec quote byline - FM 100-7, Decisive Force: The Army in Theater Operations, May 1995
	Body - Integrating risk management into training and operations—
	bullet - • Preserves the lives and well-being of everyone.
	bullet - • Conserves equipment, facilities, environmental resources, and combat power.
	Body - Risk management must not be treated as an afterthought. It must be planned for up front. L...
	Body - When integrating risk management into sustained operations, leaders must consider increase...
	bullet - • The complexity of mission development and associated changing interrelationships with ...
	bullet - • The inclusion of civilian contractors, for example, LOGCAP, as part of the force.
	bullet - • The presence of the media, NGOs, and PVOs.
	Body - These diverse elements need to be integrated into the risk management process.
	Body - Two key considerations relevant to managing risk in complex operational environments include—
	bullet - • Understanding the culture of the indigenous population or society and its way of doing...
	bullet - • The dynamics of managing risk and the way the leader and his subordinates manage risk....
	Sub Bullet - — Having the right combination of well-trained, disciplined, well-armed, and well-eq...
	Sub Bullet - — Issuing clear guidance to minimize risk.
	Sub Bullet - — Determining and implementing risk controls for carrying out the mission.
	Sub Bullet - — Maintaining situational awareness, especially of vulnerabilities.
	Sub Bullet - — Avoiding unnecessary accident risk.
	Body - Risk management works best when incorporated into existing command training and operationa...
	bullet - • Development of policy, goals, objectives, and priorities in the commander’s quarterly ...
	bullet - • The commander’s training assessment, by identifying hazards and risk controls.
	bullet - • Systematic observation and assessment of the unit’s risk management performance and fe...
	Body - Leaders and soldiers must have the skills, knowledge, and attitude to effectively manage r...
	Body - Doctrine developers must integrate risk management into planning for all Army processes, e...
	1st subhead - ASSESSMENT OF THE RISK MANAGEMENT PROCESS

	Body - To assess the risk management process is to determine a unit’s current level of proficienc...
	Body - How well risk is managed affects readiness. Leaders need to know the current status and ef...
	bullet - • Effectively risk management is embedded into planning and preparing for operations.
	bullet - • Well risk management is understood by subordinate leaders and soldiers.
	bullet - • Effectively risk management is used to execute operations.
	Body - Leaders assess the effectiveness of their units by reviewing how well hazards are identifi...
	bullet - • Specified in oral and written OPORDs, OPLANs, and SOPs.
	bullet - • Communicated to lowest level of chain of command.
	bullet - • Included in short-, near-, and long-term training plans.
	bullet - • Implemented into training and activities on and off duty.
	bullet - • Embedded into protect-the-force programs such as safety and health and antiterrorism.
	bullet - • Part of after-action reviews and fed into lessons learned.
	Body - Risk management cannot be seen as a competitive program whereby a unit or leader is judged...
	sec quote - Take calculated risks. That is quite different from being rash.
	sec quote byline - General George S. Patton, Jr.
	Body - 
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	intro text - The examples in this appendix are designed to help those charged with managing risk.
	1st subhead - Tracking Tool

	Body - The work sheet instructions are in Figure A-1.
	Body - The work sheet (Figure A-2) provides a starting point to logically track the process of ha...
	Body - Examples provided in Figures A-3 through A-6 should help individuals manage risk at the ta...
	Caption - Figure A-4. Example of Completed Risk Management Work Sheet for Company/Team
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force (c...
	Caption - Figure A-5. Example of Completed Risk Management Work Sheet for Battalion/Task Force (c...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	Caption - Figure A-6. Example of Completed Risk Management Work Sheet for Division/Corps/EAC Task...
	1st subhead - MISSION TRAINING PLAN

	Body - Figure A-7 shows risk management integrated into an MTP task. The example portrays a possi...
	fig a-7 body - TASK: C2 THE BATTALION (7-1-1901)(FM 7-20)
	fig a-7 body - ITERATION: 1 2 3 4 5 (circle)
	fig a-7 body - TRAINING STATUS: T P U (circle)
	fig a-7 body - CONDITION: The brigade issues an OPORD or FRAGO
	MTP Body - TASK STANDARD:
	fig a-7 sub body text - a. The battalion plan accomplishes the directed mission and specified tas...
	fig a-7 sub body text - b. The plan is as fully prepared as time allows to initiate the mission a...
	fig a-7 sub body text - c. The battalion controls and synchronizes subordinate and supporting ele...
	fig a-7 sub body text - d. The battalion keeps higher, adjacent, subordinate, supporting, and sup...
	mtp header - SUBTASKS AND STANDARDS: GO NO-GO
	MTP Boxed text - +1. Battalion leaders issue the warning order.
	fig a-7 sub body text - a. A complete warning order is issued within 15 minutes of receipt of the...
	fig a-7 sub body text - b. Warning order is received by all platoons within 45 minutes of issuanc...
	MTP Boxed text - *2. Battalion commander analyzes mission and gives initial guidance.
	fig a-7 sub body text - a. Guidance includes restated mission, which includes brigade commander’s...
	fig a-7 sub body text - b. Guidance is given within 30 minutes of receipt of order.
	fig a-7 sub body text - c. Guidance includes instructions on information requirements and initial...
	MTP Boxed text - +3. Battalion accomplishes reconnaissance and other actions to gather needed inf...
	fig a-7 sub body text - a. Reconnaissance actions begin to physically gain information on the ene...
	fig a-7 sub body text - b. Commander conducts a personal reconnaissance, when possible. If not, t...
	fig a-7 sub body text - c. Subordinate leaders perform a personal reconnaissance when possible. S...
	fig a-7 sub body text - d. Staff coordinates with subordinate, higher, supporting, and adjacent h...
	fig a-7 sub body text - e. Staff provides operations, intelligence, and CSS estimates to include ...
	MTP Boxed text - +4. Battalion commander develops and wargames courses of action and selects one.
	fig a-7 sub body text - a. Tactically feasible courses of action (include CS and maneuver) are ma...
	fig a-7 sub body text - b. Best COA is selected.
	fig a-7 sub body text - c. COA is wargamed and refined by the command and staff. The staff must u...
	MTP Boxed text - *5. Staff develops an OPLAN and OPORD from the commander’s guidance.
	MTP - OPLAN and OPORD successfully accomplish the mission according to higher commander’s intent....
	MTP Boxed text - *6. Battalion commander and staff issue implementing FRAGOs (accident risk contr...
	MTP Boxed text - *7. Battalion commander issues the OPORD/FRAGO.
	fig a-7 sub body text - a. OPORD/FRAGO is issued IAW the one-third, two-thirds rule and makes ful...
	fig a-7 sub body text - b. OPORD/FRAGO accomplishes all directed missions and tasks, complies wit...
	fig a-7 sub body text - c. All subordinate and supporting elements receive the OPORD/FRAGO.
	fig a-7 sub body text - d. OPORD/FRAGO contains task organization, mission, concept, accident ris...
	fig a-7 sub body text - e. If more time is available, the battalion commander issues a fully deve...
	fig a-7 sub body text - f. Order is given at a location that reduces travel time, allows observat...
	fig a-7 sub body text - g. Battalion commander should perform brief-backs and war gaming, to incl...
	fig a-7 sub body text - h. Subordinate leaders and staff should perform lateral coordination befo...
	MTP Boxed text - +8. Commander and staff coordinate and refine the plan.
	fig a-7 sub body text - a. Time is well used to continue gathering information and to improve the...
	fig a-7 sub body text - b. New information is disseminated and coordinated with higher, adjacent,...
	MTP Bullet - • Changes or refinements in plan.
	MTP Bullet - • Information on the enemy in the sector or zone.
	MTP Bullet - • Information that impacts on planning and execution (risk acceptance decisions/haza...
	MTP Bullet - • Adjustments/changes in the plans.
	MTP Boxed text - +*9. Battalion executes changes in task organization.
	fig a-7 sub body text - a. Main CP coordinates link-up location, time, and responsible element.
	fig a-7 sub body text - b. Attachments/new elements are received at the coordinated location and ...
	fig a-7 sub body text - c. Detachments reach the link-up point at the time and place directed.
	MTP Boxed text - +*10. Battalion performs and commander and staff perform, supervise, and monitor...
	fig a-7 sub body text - a. Command group/XO performs brief-backs with subordinate commanders, lea...
	fig a-7 sub body text - b. Main CP maintains status of preparations.
	fig a-7 sub body text - c. Elements make full use of time to prepare for the operation. Subjectiv...
	MTP Boxed text - +*11. Battalion sees the battlefield.
	fig a-7 sub body text - a. Command group is positioned to see and move.
	fig a-7 sub body text - b. Companies and other subordinates accurately report critical informatio...
	fig a-7 sub body text - c. Main CP collects, analyzes, and passes processed critical information.
	fig a-7 sub body text - d. Subordinates execute intelligence collection plan. See subordinate ele...
	MTP Boxed text - +*12. Battalion leaders command and control the execution.
	fig a-7 sub body text - a. Subordinate elements report enemy and friendly actions, change in stat...
	fig a-7 sub body text - b. Battalion leaders win the battle by directing the maneuver of units, c...
	MTP Para (1) - (1) Elements not following OPLAN and OPORD are corrected.
	MTP Para (1) - (2) Responses to new METT-T hazards are directed soon after the new situation occurs.
	MTP Para (1) - (3) No friendly casualties inflicted by friendly direct or indirect fires or other...
	MTP Para (1) - (4) Number/percentage of direct fire weapons engaging the enemy.
	MTP Para (1) - (5) Number/percentage of indirect fire rounds fired and percentage hitting/suppres...
	MTP Para (1) - (6) Number of enemy casualties.
	MTP Para (1) - (7) Number of friendly casualties.
	fig a-7 sub body text - c. The C2 and CSS assets are controlled to support maneuver effort. Indic...
	MTP Para (1) - (1) Effective CSS and C2.
	MTP Para (1) - (2) C2 or CSS elements not destroyed by enemy direct fires.
	fig a-7 sub body text - d. FRAGOs are clear, concise, include risk management, and are quickly ex...
	fig a-7 sub body text - e. Changes that affect the battle are disseminated within five minutes.
	MTP Boxed text - +13. Subordinate commanders, leaders, and staff laterally coordinate actions dur...
	MTP - All battle actions requiring coordination between elements are coordinated.
	MTP Boxed text - +*14. Battalion coordinates with adjacent and supporting headquarters.
	MTP - All battle actions requiring coordination with other headquarters are laterally and promptl...
	MTP Boxed text - +*15. Battalion reports.
	MTP - Battalion CPs submit all critical and required reports to brigade. They report events to ad...
	Caption - Figure A-7. Integration of Risk Management into MTP Task
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-7. Integration of Risk Management into MTP Task (continued)
	Caption - Figure A-1. Risk Management Work Sheet Instructions
	Caption - Figure A-2. Sample Risk Management Work Sheet
	Caption - Figure A-3. Example of Completed Risk Management Work Sheet for Squad/Platoon
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